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ECARS WORKBOOK 



INTRODUCTION 



The ECARS Workbook and Training System - AARTO 1 - have been designed to teach the basic skills for 
working with ECARS - Enterprise Computer Assisted Rental System. Don*t be alarmed if what you read 
in this workbook and what you see on the screen is slightly different. ECARS is constantly being improved 
and enhanced to work more efficiently for you. 



Topics Covered 



Reservations 

Opening rental tickets with various billing types 
Ticket Cross Referencing 
Correcting ticket information 
Switching Units and Changing Rates 
Callbacks 

Closing rental tickets with various payment and billing types 
Computerized CRS (Cash Receipt Summary) and deposits 

Training 



Workbook requires approximately 3 hours to complete 
Self Study 

Work at your own pace 
Workbook Format 



Each exercise guides you through an activity step by step 

Most exercises build upon information covered in previous exercises 

You will be able to see how different ECARS options are linked together: 



Reservation ^ Open a Ticket Callback 



Close a Ticket 



Ranges firom basic rental functions to refunds. 
Numbers to Knmp 



The Rental Help Desk may be contacted at 1-800-416-8000. Specially trained ECARS personnel are 
avdiable to answer questions and help with any problems you may encounter. 

Network Services may be contacted at 1-800-4 1 6-8000, A team ofNetwork Operators, who are RALPH 
experts, are available to correct any hardware problems experienced by the computer system. 

You are now ready to begin! 
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GETTING STAR TED 



This section will familiarize you with the basics of using the keyboard and how to enter information needed 

for completing rental tickets, etc, A box shown around text will designate a key stroke. 

RALPH 

Our computer system is more commonly known as RALPH, which stands for Rapid And Logical Paper 
Handler. 

The Cursor 

The cursor will be a solid or flashing block or line on the screen which will show you where to key 
information. 

A Field 

A field is the area in which you key information; name, customer number, rate, etc. A field is usually 
displayed as a solid Iine{s). 



Cursor Movement 



It is very important to use the correct key strokes to move the cursor. Examples of these key strokes are 
shown in this section There are five basic keys which should always be used for cursor movement. 
Keyboard movement depends on the type of terminal you have. 



Field Exit 



This key will move the cursor from one field to the beginning of the next field- 
Pressing Field Exit will cause any data beyond the cursor to be erased and the data 
keyed to be positioned correctly whhin the field. Most commonly used in numeric 
data fields. 



Tab 
Right 



This key moves the cursor from left to right, field to field. Use this key to move 
forward. 



Tab 
Left 



This key moves the cursor from right to left, field to field. Use this key to move 
backward. 



Shift/Roll Up 



This return key moves the cursor down to the first input field on the next line. This 
is the most frequently used key. 



This keystroke combination is used on some terminals to move up and down 



Shift/Roll Down between pages and fields. 
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Rates/ Amounts/ Dates 



Use these examples for keying rates/amounts. 

$16.50 = 16,5 Field Exit 

$16.00 = 16 Field Exit 
May 20, 1994 = 052094 

Options and Choices 

When Yes or No answers are requested, key Y-Yes or N-No. 

When several choices are ^ven, key "X" or "1" in the selection field next to the item chosen. 



Names 



Names must be keyed in the correct format to help RALPH alphabetize names and distinguish between 
an individual or company name. Use these examples for keying names. 

Individual: Smith* Cindy* 

Smith* Cindy M* 

Company: Enterprise Rent-a-Car* * 
Crawford Company** 

(Key an asterisk * by holding down the Shift key and pressing 8*) 

NuHiitric Keypad 

Use the numeric keypad, located on the right side of the keyboard, to key mileage, rates, etc. The numeric 
keypad is designed in the same manner as a calculator; therefore, you may find it easier to work with. 

Important Keys 

There are several important keys on the keyboard that are essential to using ECARS. 



Reset I When data is keyed incorrectly, that field v/iW be highlighted and an error 
message vn& inform you of the problem. Press Reset and re-key the data. 



Enter 



Fl,2,3.„or 
Cmd 1,2,3. 



Press Enter to send the information to be processed. 

Command and/or Function keys are used to enter and exit various options. They 
are located on thetopofthek^oard. Command/Function keys are displayed on 
the bottom of each screen. 
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Signing on the CRT 



Depending upon the model, turn on your CRT by pushing the button on the lower left comer or turning 
the dial on the left side of the terminal. A Sign On Screen will appear. 



psigiiiviOn. : 




If this screen does not appear, call Network Savices at 1-800-416-8000. 



The cursor will be positioned in the "User" field. Key GP plus your Group Number (GPXX) | Field Exit I 
The cursor will position itself in the "Password" field. Key GP plus your Group Number (GPXX) I ENTER I 
These are blind fields - the letters and numbers will not be visible as they are keyed. The ECARS Main 
Menu Screen will appear. 



^Q'^^E- If yo" are in a regionalized Group, you should key GP, plus your Group, plus your Region Code 
(GPXXX) Field Exit. (Ex. Group 32, region D = GP32D). 

From the ECARS Main Menu, press CMD 24 = Jump. This will take you to a Pop-Up Window, "X" Enter 
Request. The Enter Request Screen will appear. 

NOTE; CMD 24 = JUMP IS NOT AVAILABLE IN THE TRAINING SYSTEM. 



The Enter Request screen is used to access all Direct Entry and Inquiry Programs. Direct Entry programs 
are those that aflow data to be k^ed to enter/update/change information for reports, rental tickets, etc. 
Inquiry programs are those that allow the user to view only specific information such as unit information, 
A/R's (Account Recdvables), Etc. 

CMD 24 « Jump: Used throughout ECARS to access the Jump Window. This allows you to transfer to 
the other programs quickly >^thout exiting your current program. 
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ECARS Training Menu 



To access the ECARS Training Menu, key AARTOl at the Enter Request line | ENTER] . The following 
screen will appear. 



ECARS - ENTEHPEI2E COMPUTER ASSISTED KEtrTAIi SYSTEM 

11 - Reservations 

12 ~ Callbacks 



1 - Open A Ticket 

2 - Correct A Ticket 

3 - Switching Units/ 

Changing Rateis 
5 - Closing A Ticket 



CCRTMU-A 



TRAINING 
SYSTEM 



15 - Cash Management 



ITICKET SERVICES) 
10 - Opien Ticket X- 



Name 



Or Ticket# OOOOOO 



Option* .D# ...OOOOOO Branch GM 



Name 

Cmdl«Exit CindB=Lease Cuat 



SSN# 
DM 



Res# 



ST/PROV 



The ECARS Training Menu consists of the most used options in ECARS . Each of these options will have 
a corresponding exercise in this workbook. 



Option 1 - Open a Ticket: 

Option 2 - Correct a Ticket: 

Option 3 - Switching Units/ 
Changing Rates: 

Option 5 - Closing a Ticket: 

Option 10 - Open Ticket X-Ref: 

Option 11 - Reservations 

Option 12 * Callbacks 

Option IS - Cash Management: 



CMD 1 



CMD8 



This option is used to open the majority of rental tickets 
in the office. 

This option allows you to correct and/or add information 
such as an additional driver, claim number, etc. 

This option is used to switch units and/or change rates. 



This option is used to close all rental tickets. 

This option allows you to "look up" an open ticket to 
retrieve basic information. 

This option is used to create, view, update, transfer, or 
cancel Branch Rental Reservafidns. 

This option is used to authorize or extend rental tickets by 
the type of callback. (For example Body Shop, Service 
Department, Insurance Company Adjuster, or Customer.) 

This option allows you to balance the cash sunmiary and 
make deposits. 



Exit to Enter Request Prompt. 

Lease Cust. Information about renting to Lease Customers. 
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ARMS - The Automated Rental Manaeentent System 



ARMS is the communications system that links certain insurance companies or service providers directly 
with Enterprise to exchange data electroiucally through the computer. 

ARMS allows insurancecarrierstoautomatically reserve vehicles, confirm reservations, prepare invoices, 
obtain authorizations and billing extensions. ARMS aUows Enterprise to provide a higher level of service 
to insurance companies and their policyholders and claimants. 

ARMS reservations and tickets can not be accessed through the training system. Please keep in mind that 
when you are on the real system, you may notice some slight diflFerences with ARMS tickets. 
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EXERCISE 1 RESER VA TIONS 



Exercise 1 will guide you through Option 1 1 - Reservations - to create, view, update, transfer, or 
cancel Branch Rental Reservations. This option is very helpful in providing the branch(s) with better 
customer sendee, picicups, and deliveries. 



■ .12 *--'r^:'=^eaaiaa3aoks 



TRAINING 
SYSTEM 



/ ■■ i^i^/j/V-.ui'-?-^ • • •-'^:i!cgne :Phone 1..; ) 



[ Res t 



On the ECARS Training Menu, key Option #1 1 I ENTER | . The Reservation Menu Screen will 



appear. (See example screen on the following page). 



NOTE: You can key as little or as much information that is available when taking the reservation. Any 
infonnation keyed into the reservation will automatically forward to the open ticket, saving you tinmwhen 
the rwiter is in the oflBce picldng up a vehicle or waiting for a "Pick Up . " 

To update a reservation, any information keyed may be changed by keying directly over that which is 
displayed. Information may also be added or deleted if necessary. 
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Reservation Menu 

ECARS RESERVATIOK SYST^ 



aarsoi-a; 



Select; one o£ i:he following: 

"Have you rented from us before?** (Opticinal} 

1 :Create- a NeTtf ^Reservation Home Phone # { ) - 

DL# ^ ST/PROV ' 

2^ /view ^.R^ Name ' ' ' by GPBR PPGM or :GP . 

3^^^^^^^ for .Date .0.61694 ;by GFBR PPGM or GP 

;vS/^^^e^ V. ■ . 

There are five categories to the Reservation Menu. 

L Create a New Reservation: This is used to speed up the process of Opening a Ticket-Option #1 , by 
pulling forward all keyed reservation information to the rental ticket. Key the Home Phone Number or Driver's 
License Number and State or Province in the spaces provided. The previous renter information will pull 
forward to the reservation you are creating, if the customer has rented within the past year ONLY. 

NOTE: The Home Phone Number and Driver's License Number fields are optional. If these fields are used, 
you should verify accuracy of the pre-loaded renter information, e.g., cuirent address, phone, and driver's 
license information. 

IMPORTANT! RALPH will automatically check the "Customer Warning" file for all previous renters. If a 
renter appears in this file, a WARNING SCREEN will display. If this happens, consult with your Branch 
Rental Manager for your Group's policies. 

2. View Reservation for Customer Name: This is used to display reservations by renter name for a 
specific Group/Branch or Group. Additional comments are shown under the Group/Branch reservations 
option, but comments are NOT shown under the Group Only option. 

3. View Reservation for Date: This is used to display reservations for a specific Group/Branch or 
Group by pickup date. Addhional comments are shown under the Group/Branch reservations options 
but comments are NOT shown under the Group Only option. . ' : ^ 

4. View by Reservation Number: This is used to display a reservation by the reservation number. 

5. View By National Reservation Number: This is used to display a reservation by the National 
Reservation Number. 

From the Reservation Menu, key X next to Create a New Reservation and key your Home Phone Number, 
enter! to prompt the associated screen as described on the following pages. 

order to simulate a 'Hive'' Reservation/Rental Ticket for your Group/Branch location^ create 
your own data for fields that are not specifically instructed throughout this workbook 
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Category #1-Crcatc a New Reservation 

Screen I 

r " " N 

I I BRIVKCH RESERVATION KC3MBER 100003 ] Print (Y or N) (n^ CCRSOl-A 

I 1 Pickup Branch PPGM 7 

I 



2 

Waxne ____ <IAST* FIRST*) ssNg 



;i?XCtaJP.: Date Tim e RETURN: Date^ 

: ;>W/in _ r P/ttp: _ Deliver _ CWC _ Comment 



I- ••MOSHBi .Home _i J ^ Of f ice„X--- ) -= e^L. 

j: ^.-'f-^vv : . ...othetr ^ \ - .Description 

v^..^^ : . ' ' 



jllW _ source Cufit# - ID 

j v;:;B1IJ:*:TO^ : Direct Bill (Y or N) _ Credit Card _ Cash/Check _ 

ilf^Eait^^^^ CU&tff :or Kame . ' (O0MPW^*y 

jr-^. i^^ Auth Until Max Arat 



,,,, -Pol/Po .- . Date of I*os5^ 

l v: '-(^^ Insured . - . 

|. Type • CoHiment - ■ ■ - •;■ 

|:-k;"EATE -::!Q^ 3 ' ■ - • • ■ 'Coinment ^ ^ 

j^Sl^^ F5«Rates /Rules F8«More Info 

}j'-;E&^rans-^ • Fl£==PrevlGus 'Fl3«ln3-urance F15=Res Notes 

r21«rD Rntr r22«Clear Rntr ID F23«More Keys 
\t .„,,„ ,,,„ „^ „^ „^ I ,„ .„ ,., „,„ , „ „ _ , ,,, , I , __ , ' / 

The Reservation Screen is very similar to that of Option 1 - Opening a Ticket. 

1 . Key your five-character employee number at top of the screen. 

2. Key Renter's Name (pretend youYe the renter)-Last Name*First Name* and Social Security Number 

3. Key rental pickup, date/time, and rental return date. Use today's date for both pickup and 
return date. Key X to selec t either: W/in = W alk^in, P/up = Pickup, Deliver = Delivery, or 
CWC = Customer will call ! TAB RIGHT I to space provided for additional comments, if needed. 



4. Key Renter's phone information. I TAB RIGHTlto description field for any comments, as needed. 



5. Key Rental Type "I" - Insurance. The other rental types are B=Body Shop, D=Dealership, R=Regular, 
C=Corporate, or 0=Other. Key "STATE" in the Source Cust# field. Press f 2=Cust List. A Branch List 
appears. If there are no choices available, press F8=Group for a group list/ Key "X" next to a State Farm 
OflSce. This automatically forwards to the Source ID List Screen (see page 2-3). Key "X" next to the first 
adjustor name. 

Key Y=Yes to set up a Direct Bill. Key "X" to select payment type: Credit Card, Cash/Check. For 
the BiU to Cust# use the F2=Cust List Wmdow key, again. "X" your name on the list. Key "X" 

next to 999 UNKNOWN** on the Source ID Screen NOTE; If your name is not on the list, key 
999999 as the Bill to Cust# and type your Last Name* First Name* on the name line. Key 999 as the 

Attention ID and key your name on the Attention Line. Key the Auth Until Date (use today's date), 

the Maximum Dollar Amount per Day, Claim/P6l/Po#, Date of Loss, Type of Loss, and Insured's 
Name, 

Screen description continued on the following page. 
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6. Key Car Type and Class Type, use F 1 6=Car Types, Key rental rate you quoted. | TAB RIGHT 
to comment fields, as needed. 



I ^ I to move cursor to top right of screen. To print a copy of the reservation, key Y=Yes 
over defauk N=No. 

NOTE; The function keys will be discussed in detail, starting on page 1 -5. 

Press t ENTER! to accept the information keyed a nd advanc e to Screen 2. If ERROR MESSAGES 
display, make any necessary corrections and press I ENTER I again. (See the section on ERROR 
MESSAGES page Vni, for more information). Repeat this procedure until Screen 2 appears, 

Screen 2 



II 

f 





I 

jPij^Ekx?^^^^^^^^^^^ -r7s=AAI F8-More Info ^ j 

-FS:f:Er^rij^fer^^^^^^^^^ . - ,F14«=CEedit Chk -FlS^.Kes .Notes ' 

•^i"i:i3;;:^kritr^.;:^ , F23«More Keys J 

1. Key shop information: Customer Number, Shop Name, Shop*s contact person. Year of vehicle being 
repaired, Make/Model and Shop's phone number 

2. Key Airline information if applicable: Name of Airline, Flight Number, and expected Arrival Time. 



3- I 4—1 | to key Customer Information: Age, Current Address, City, State, and Zip Code. 
4. l^f— J I and key X to select "CaUback Type" B/S=Body Shop and ADJ=Adjustor 



TABRIGHTI o comment field, as needed. This field is used when selecting RES=Reservation, 



ONLY. 



5. 1 C M to move cursor to top right of screen. To print a copy of the reservation, key Y=Yes, 



over de&ult N==No. 

Do NOT press IENTER] . Use the following pages to help you understand the fimction keys. 
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FUNCTION KEYS FOR OPTION 11 - RESERVATIONS 



Listed on the bottom portion of each screra are several Function (F) keys. Each one performs a fiinction 
that may be used while creating or viewing a Branch Reservation. 



Fl = Exit Allows you to cancel a new reservation. While viewing a reservation 

you can ewt to the Reservation Menu Screen. 

F2 = Cast List Displays a list of customer names and numbers that are to be used for 

sourcing. See example window below. 































-State 


■■Fhdh;e ..' 






IL " 








: MO . 








V ..HO ■ " 








IL. . 


:. : 61^^555-^6688:- 






: i E8 «G roup FI 0 « 


State. - ^^ Ei:!^^ 











You can press F2=Details again to view a detailed branch list. The detailed list includes the customer name, 
address, and phone number. TWs is handy if you are trying to locate a specific customer who has multiple 
locations or if you need to contact the account in question. 

Key " r in the Opt (option) field to select a customer number. The screen automatically forwards to the 
contact screen. See example window on the next page. 
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MIDWEST 



Contracts 



SMS005A/01 



GPBR 7799 E11187 A,:C,P,S*E. CREDIT TOION** 

Paisition to: 1444 MAJNE STREET 

QUINCY IL €2301 
Type options, press Enter 618-534-3300 618-435-4455 

l=Select 



liliaiMi : Opt Name 



Key *' 1 " in the Opt (option) field to select the contact person. The screen automatically returns to your 
reservation with the customer information loaded into the appropriate fields. 

NOTE: F9=Add allows contacts to be added in the Contacts screen. Check with your Branch Rental 
Manager on your Group's policy for adding contacts. 



F4-n)List Displays a list of ID numbers for individual adjusters, agents, etc. for 

each customer number 

F5=Rates/Rules Displays rate/rule information for that particular branch. 

F6 = Units Avail NOTE: This function key is available on Screen 1 but only displays 

when F23=More Keys is pressed first. Displays a list of Branch Vehicle 
IJnits available to rent. See example window below. 



muses =KOT BEmaSD 7799 f Next Unit 



f Next Unit _\c 

I Next Branch J 



.X«Uhxt mxstLOTY ■ Ts^Unit Triiisjeer '^v 

^ DCO0P4 :a>C0Q04 :^4 :-?0OT^^:tmB :2D^^^^^^ / 7710 

_'3)C0006 DCOboe . 94 POKT ISUNB 4DR : -tmiTE ' ^ . : - 



To view ot her Branch "Units Not On Rent" just key the desired branch number in the upper right hand 
comer and l ENTERl , Available units will display. This is helpfiil for transferring reservations if necessary. 



F7=AAI NOTE; This function key is available on Screen 1 but only displays 

when F23=More Keys is pressed first. Allows access to Inquiry Programs. 
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F8 = More Info Allows you to key additional renter information for the reservation. 

See example screen below. 



1 










CCRS05-A 




Renter Kame 


KING* 


CATHY* 




100963 




Renter Drivers License State 


Exp Date 






DOB 




Height Weight Eyes 


Hair 






Enipioy^r 










2 


Additional 


Driver <Y or H> Driver H«jne 








Add res a 












Drivers License 


State Exp 


Date 




3 


Out Of State (Y 


. or .'N ) 






4 


Bill -To Kame 


< Company 


Name*'*) 






Attention 












Aodresa 




Phone f ) . 


EUt 






City , 




•/-^atie • Zip 




















Start Chgs:: 




£f ■ 'iEte.tie : ■ l^tTne ■! ■ : * ■ • *. ■■tickup. 






6 


^ Calendar 




'24.-:Hbti£ ■ •:;j;^-.:-3peGials->> 






7 


Rates I 




*.^Q . /Hour; • .-: = vX>Qt •'/■Day . - OD /Week 


,00 /Month 






Mileage 




■ V..O.v:mie: .A:^ : 6:;i^/l3£ay j /OCtOG /Heelc 


00.00 y Month - 






.Drop! Chg.:- 






Disc 0 ^ : " 






Dmg;-WaiYier. 












rS* R« t « a /. Ru 1 « s . 


.P7«AA1 ni-'&revlcLis £nt€-r-«^Upda-te 







Remember, all information keyed here will automatically transfer to the Open Rental Ticket to save you and 
the renter time. 

1. Key Driver's License Information and Current Employer's Name. 

2. Key Additional Driver Information: Name, Address, Age, Driver^s License #, State, and Expiration 
Date. 

3. Key Y=Yes, or N=No, if the rental will be going out of state. If yes, key all associated states to which 
renter plans to travel. 

4. Key "Bill To" Information: Company Name, Contact Person, Address, Phone Number, City, State, and 
Zip Code will be pre-loaded, if valid Customer # is keyed on the first Reservation Screen. 

5. Pickup Date and Arrival Time will display, ifkeyed on the first Reservation Screen. Key new 
Date and Time to start charges, if applicable. 

6. Key X to select billing type: Calendar or 24hr, and Specials, if applicable. 
?• Key Rate Information and any Discounts, if applicable. 

NOTE: This screen is edited in blocks. For example, if the Driver's License Number is entered then the 
State, Expiration Date, and Birth Date are required. Follow displayed ERROR MESSAGES to guide you 
as you go! 

F9 = Transfer Allows you to transfer a reservation to another Branch within your Group . 

This is helpfiil for location purposes and avmlability of units. It also 
allows you to transfer ARMS Reservations to another Group. 

F12 = Previous Return to previous screen. NOTE; If F 1 2 is used, any updates just keyed 

will NOT be saved. 
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F13 =Insuranrp 



Allows access to enter any insurance information when reservation is 
created- See example screen below. 



.1 

Carrier 



CCRS06-A* 
H£S# X0O0O3 



;Fh<me# ( 



Collision .©edU-ctiible. 



Assigned Rifik :fY or K) 
Xienhoider ^Policy (Y xmc H) 



{from lna. co) 
< from Enterpri se) 



Caxiier _ _ 

g0M^?y#•:•; .••v••-•^^:•^^ • :^v -. .. ''. 



Aseigned Hisk (Y ox W) 
• Xxenholder Policy (Y ar K) 



Giiid7«AAl::GBrfl2«Pxevic«s Enters 



(front: Enterprise) 



1 • Key Renter's Insurance Carrier Name, Agent Name, Phone Number, Policy Number and Expiration 
Date, 



2. Key policy deductible for both Collision and Comprehensive. Key Y=Yes, or N=No, if it is an 
Assigned Risk Policy or a Lienholder Policy. Key Y= Yes, or N=No, if Liability coverage is active 
Key contact's name at the Insurance Company who verified coverages. Finally, key your 
employee number as verifying all keyed information. 



3. Repeat the same process for the Additional Driver as explained in step# 1 and #2, for the renter Key 
all Carrier and Policy information, as needed. 

NOTE: This screen is edited in blocks. For example, if the policy number is entered then the expiration date 
isrequired. Follow displayed ERROR MESSAGES to guide you through the screen. 

♦After you press | ENTER] , to print the Rental Ticket, insurance information keyed here remains on the 
screen to be handwritten onto the Rental Ticket, After you exit from the above screen, this information can 
NOT be retrieved. 
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F14== Credit Ch\c NOTE: This function key is available and displays when F23=More 

Keys is pressed first. Mows access to enter valuable credit information 
when the reservation is created. This is helpful to determine money 
deposits or rental approval. See example screen below. 









CFSDTT 


CHECK XMFOBMAf XCH 


CCRS07-A 














100003 


name SMITH^LVNN* 






(LAST*FIRST*) 




5 Print or N) 


Stxreet 












€ Credit checkedl^) 


City 






3t 








H<»fte# ( 000 ) 


000 


- OQOO 


Office* { OQO ) 000 - 0000 


ext 0000 




Otber# .( 000 ) 


000 


- OOOO 










.SSK# 000 00 


0000 




DOB 


Age 27 






£^gth odf liime ftt present axidre^s 


yra znos 


















length: of Tixne x 


.Ciirr.Sniployer 








■ iEosit-ion. 




. yrs mos 


Prev.JSa^loyer 








-Position 




yrs mos 
















-"Eire V 0::^ *: Slsrftttt. 






















St Zip 




.vfirev :; .iStreet 






















St .•.•■:-;:2ip:;^ 




_ yrs mos 
















Enoloyer • 








Position 




_ yrs mos 


Cznd7«AAI Cmdl2«Previous ^;n1;ex«0pdat€ 







Information keyed here will not appear on the Open Rental Ticket. This is reference information to be 
viewed within the reservation system. 



1. Key Renter ID information: Name (Last Name*First Name*), Current Address, Phone Number(s), 
Social Security Number, Date of Birth, Age, and Length of Time lived at the above address (Years/ 
Months). 

2. Key Current Employer Name, Current Position Held, and Length of Employment (Years/Months). 
Repeat the process for previous employment, as needed, 

3. Key Previous Address(s), and Length of Time lived at each location (Years/Months), if applicable. 

4. Key Renter's Spouse Name, Current Employer Name, Current Position Held, and Length of 
Employment (Years/Months), if applicable. 

5. Key Y== Yes, over default N=No, to print a copy of the Credit Check Screen. 

6. Key Y-Yes if credit has been checked. 

NOTE; Follow the polides set by your Group when creating a reservation. You can enter as much or as 
little of the credit information appropriate to the rental situation. The entire Credit Check Screen is optional. 
Ask your Rental Branch Manager to review situations applicable for Credit Check information to be taken. 
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Allows specific notes to be viewed concermngthe rental reservation, 
e.g„ directions for pickups or deliveries, special requests, or car 
preferences. This is helpful in providing better Customer Service. See 
example screen below. 



CCRS08-A ^ 

Print {Y or 



iR'ent^r Name ::JJiST*TXJ<ST* 



Information keyed here will appear on the Open Rental Ticket. This is reference information to be viewed 
within both the reservation system and in opening a ticket. 

L Key information on space provided such as car preference, contact person for authorization or 
extensions, etc . . . key any changes over existing information. You can shift/roll for additional lines. 

2. Key Y=Yes, over default N=No, to print a copy of the Reservation Notes Screen. This is especially 
handy for directions. 



F16= Car Types 



.NOTE: This function key is available but only displays when F23=More 
Keys is pressed firsi.Displays a list of "Car Codes" to describe the rental 
vehicle Class and Type requested for the reservation. See example window 
below. 



Car types: :$^Xect 


on? 


from -each coJluinn 


CIJ^S 




■/•TWE- 






■C*2/4 Dooc 


. E-Econoray 




■©-2 ■.■noi?r 


' C-Compact 




l>*-4 ■ 'Oofor ' ■ " v 


. 1 Itite jrrood i « t e 


















■■■ ; f^i!.r«Baufn ■ . - 










V-Vaii " ■ " ' ' 7 ' ' \ . :* 






©rive 




) 


\^ Class/Type 









Select one category from the CLASS Column and one category from 
the TYPE Column. Key selections on the CLASS/TYPE field provided. 
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F21=ID Rntr 



Allows you to to locate previous renter information without exiting the 
reservation. See example screen below. 



CENTRAL 



ID Renter 



FQS040A/1 



St/Prov 



Heine PhoneS { 

-Name ( Last ) ' 



{First} 



Note; Driverfi license number and St/Prov or Home Phone nurabex are 
requir^^;. Name is optional. 

F12«Previous 



Key the Renter's Driver's License Number and State or Provence OR the Home Phone Number 
(required). The Renter's name may also be keyed (optional). If more than one match is found, the Renter 
ID Selection screen appears. See example screen below. 



CENTRAL 

Searched by: Phone Number 
D/L# 



Renter ID Selection 

i ) - , 

■ St/Prov 



FQSOlQA/1 



Position to: Name {Last) 

Type option r press ENTER 
l^Select . S=View 

Opt Name 
_ SMITH^KEVIN* 
_ SMITH*RALPH* 
_ TAVERS*JOSEra* 
_ TIPTON*ROBERT* 

F3=Exit F12==Previo:us 



Street Address 
123 HARRISON 
467 MOLOKAI ROAD 
4223 VERLAINE AVENUE 
508 VIENNETTA .DMVE 



(First) 



St Zip 

MO 63101 5684 
HI 97895 
WI 396.67 7421 
LA 70460 6531 



Search the screen to see if the customer is on the list. If the custome r's name do es not appear on this 
screen, key the driver's name (Last/First) in the Position to field. I ENTER I. The n ame keyed appears 
at the top of the list Key "1" in the Opt (option) field to select a customer I ENTER I . The customer's 
information is protected and loaded into the appropriate fields. 



OR 



Key "5" to view customer information in greater detail. I ENTER I . The Renter ID Detml screen appears. 
See example screen on the next page. 
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CENTRAL 



Renter IB Detail 



FQS050-A 



Nanse <I*ast) SMITH (First) KEVIN 

Street 123 HARRISON 

City SIKESTON ST m ZIP 63101 5684 

Htme (573) 555 - 1549 

Office (573) :555 - 9854 Ext. 256 

Other .{ ) - Ext. ^ 

Eii^lpyer PX^GLY WIGgLY :Description 97WHTCHVCORS 

m# 649-96"54£8 ST MO Exp 0214S9 SSK 849-:86--546.e 

Height :v^6 f8: Weight 300 Eyes GREY Hair BROWN 

■ tKt2«=Prevlotus 



The Renter ID Detail screen displays (ietailed information about a spedfic c ustomer. V iew this screen 
before selecting the customer to ensure the appropriate person is selected. ] ENTER) to select this 
customer and continue with the program. 



F22=ClearRntrID Allows you to clear existing customer information from all reservation 

screens so new information can be keyed. 

F23=More Keys Allows you to display function keys that are not shown when the screen is in 

the original display mode. 
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{ ENTER 



to accept your Reservation. 



You have just created a Branch Reservation! For additional practice, open another reservation using 
the Mowipg information: 



• Use your favorite celehrity^s name for the renter's name 

• Do NOT key a Social Security Number 

• Use today's date as the pickup and return date 

• Make it a Bill To of'N'' 

• Make it a Callback type of ''Cust" 



Be sure to key in all necessary information to make a complete reservation, using the above data plus your 
own chosen information. 



Turn to the next page to learn how to view a reservaiidn 
by Customer Name/Group 
(Category #2) 
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Category #2* View Reservation for Customer Name/Group 

To view a customer by name, key Customer*s Name in the space provided on the Reservation Menu 
Screen, #2. Your Group/Branch will already be pre-loaded. A list of reservations v^dll appear in alphabeti- 
cal order - starting with the Customer Name you requested. See example screen below. 



I 

I : 
I- 



-2. .GCRS'02-"B 
Print (y or 11)^ 



I '■■}.^C^t»iKe;T.::x^xu^ ■ 



..:.-Car-; 




PLEASE MEET HER AT AL'S AUTOBODY 



Rent:al = | 




I 



This screen displays a list of all current and future reservations for your Gi^up/Branch or Group. You can 
view a specific reservation by keying X next to the applicable CustomeryName. 

1. Displays Customer's Name. Reservation Date, Time of Arrival, R^ervation Number, Car Type 
requested. Rental Status, Rental Type, and Com ments, if a pplicable. To view a specific reservation, 
key X o n the line n ext to the Customer's Name. | ^—1 | to m6ve cursor down the list of names, as 
needed^ lENTERl to advance you to the selected reservatioi/s) screen. 



2. 



to move cursor to the top of the screen. If you wftnt to print a copy of the reservations 
listed, key Y=Yes, over default N=No. This is a helpfiil tojifl forthe office to prepare for fiiture rental 
demands:^ 



NOTE; This display can also be selected on the Reservation Menu Screen, #2 by Group. When only a 
Group is selected the reservation comments are NOT shown as it is in the above example. 

Reminder! SctoII forward/backward to view all Customer Reservations. To make a revision, key X next to 
the applicable Customer Name, press lENTERl and make revisions as needed. 



3 J C ' ] to move cursor to the Next Customer Name field, if desired. Key a new Cus tomer Name in 
the space provided if you want to view a specific reservation more quickly I ENTER I to advance to 
specified Name. Repeat the process as described. See how you can flip to a new reservation with 
ease! 



NOTE; The fimction keys are discussed in detail, starting on page 1-5, 
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Category #3- View Reservation for Date/Group 

To view a Reservation by date, key in the Month/DayA'ear in the space provided on the Reservation Menu 
Screen, #3. Today's date and your Group/Branch will already be pre-loaded- To view a different date or 
Group/Branch, key desired information over existing. A list of reservations will appear in sequential order - 
starting with the earliest Reservation associated with the date you requested. See example screen below 



BESEKVATXON5 FOR 6PBH 779^ 

Tuesday . JUJJE 21, 1994 
Total Reservations: 



CCRS03-B 



:ifext Time 



i:.v^:=--':;*.:...::-:.y' . ■ ■ ' 
ll^p^W!lJCIiI«^BEM^■ 



Time 



1005:01 

lomee 



Car 
Type 

ICAR 
ECAR 



Stratus 

NREB^:- 
DEL 



(Please meet her in the lobby?) 



-I" 



I 



F12*PJc.evious Screen :Roll«Porward;/Back 



This screen displays a list of all reservations for a Group/Branch or Group for a si 
a specific reservation by keying X next to the applicable Customer Name. 



1. Displays Customer Name, Time of Arrival, Reservation Number, Caj/f ype requested, rental Status, 
Rental Type, and Comme nts, if appl icable. To view a specific res^ation, key X on the line next 



to the Customer's Name. 



ENTER I to advance you to the selected reservation(s) 




date. You can view 



to move cursor down thelfst of names, as needed. Press 



NOTE; This display can also be selected on the Reservation Menu Screen, #3 by Group. When only a 
Group is selected the reservation comments are NOT shown as in the above example 

Reminder! Scroll forward/backward to view all Cust omer Rese rvations. To make a revision to a reservation, 
key X next to the applicable Customer Name, press | ENTER | and make revisions, as needed. 



2. Next Time : Key Nex t Time (Hour:Minutes/AM/PM) of reservations to be viewed. This is optional, 
as needed. | ENTER| to advance to the new time listings as requested. 



3. To print a copy of the reservations listed, key Y= Yes, over default N=No. 



NOTE: The fimction keys are discussed in detail, starting on page 1 -5. 
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Category #4-\lew Reservation by Number 

To view a Reservation by Number, key X to select "View by Reservation Number" on the Reservation Menu 
Screen. Next, you must key a spedfic Reservation Number on the line following the "R field." 

Category #5- View National Reservation by Number 

To view a Reservation made through National Reservations, key X to select "View by National 
Reservation Number" on the Reservation Menu Screen. Nejrt you must key a specific National 
Resa-vation Number on the line foUovong. 

See an example of this below. 



^^^^^^^^^^^^^ ^l^ame V-M""- : - ;by :GFflR ^iif 




_ View By Reservations R 



_ View By National Reservations 



I 



I ENTER ] to advance to ther corresponding Reservation Screen of number requested. Make any 



revisions necessary. 



NOTE; The function keys are discussed in detail, starting on page 1 -5. 



Congratulations! 

You now know how to CREATE a new reservation and VIEW a Reservation by the Customer's 
Name, by the Date, or by the Reservation Numben A "live" Reservation will be a piece-of-cake! 
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EXERCISE 2 OPEN A TICKET- CALENDAR DA Y 



This exercise vnW guide you through Option 1 - Open a Ticket for a Calendar Day. Be sure to follow the 
format exactly as stated in this exercise. This ticket will be used again later on in the workbook! 



If necessary, key AARTOl | ENTER! to access the ECARS Training Menu. 




•i::::::ilS-:>.-..-.Cash:^ 



rRAINIHG 
SYSTEM 




..:.3----.:..-..:::.:v..::5...:.;: ■ • ■ 
■B»:-^0i.C.00OA:;i-§^r^<dl.-AC 



L Option # Field: 

2. D# 000000: 

3. Branch: 



Key Option Number 01, 

This field will remain blank; a ticket number has not yet been creat ed. 
Your branch number will be displayed in the field, j | to move the 

cursprto the next field. 

Key the first three letters of your last name in this field. . 



4. N^iitie ^ ^ 

5. Home Phone # Key your Home Phone Number in this field and/or (see number six). 

6. DL#, ST/PRO V: Key your Driver's License rmmber and State or Province. 

7. Rcs#: Thisfidd will remain blankfor this exercise. ANationalReservationNumber 

or Branch Reservation Number is keyed in this field if one is known. 



ENTER I to accept the information keyed and advance to the next screen. 

You should see a listing of all reservations for customers whose last name begins with the same three letters 
aswerekeyed. Locate and **X" the reservation you created for yourself This information will forward to 
the ticket. 



CMD 1 



CMD8 



Exit to Enter Request Prompt. 

Lease Customer Information about renting to Lease Customers. 
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There are four screens that must be completed to open a rental ticket. The following example shows Screen 
1 . Take afew minutesto familiarize yourself with this screen. 











? ^;ii^/l>/R/x::>^DV Source Cus t 4^ TV 






Sa^bO; :i?::::gO:QD^-;i::j[>QOO •; /. ' . 




^c^P^:xi^:4=F-x^^ --Expires:' m'B ' ■; • .SSlSf t 






a:3iflsaR^il^y^v^^^^^^ . Age * 
fc'.. ^^■J-^.':'- St Exp 














ri2:!ciO'=CCl.:?^ ;::^!2i«?II>-.:Rntr /:F23«Hore :Keys - '* • 





There are five basic sections to Screen 1 . 

1 . Car Type Requested/Rate Quoted: This information will be pulled forward from the Branch or 
National Reservation. If a Car Type was not requested, or a rate was not quoted, NONE will be 
displayfed inthis field. Reservation comments will be displayed here. 

2. Renter Information: This section requires basic information about the renter, suchasName, Address, 
PhoneNumbers,etc. AlsorequiredaretheRentalTypeandSourceCustomerNumber,plusID. TheSource 
Customer Number helps track business referrals. 

3. Driver License: This section requires all information from the rentei^s license. Make sure it is current 
iiifomiation. ' 

4. AdditionalDriven Thissectionr^uiresinfonnationr^rdingotherswhowiUbedrivingtherentalvehicle. 

5. Out of State: This section requires a YES or NO answer, and a list of states to which the renter plans to 
travd. 

The various function keys will be discussed in detml at the end of this exercise, page 2-14. 
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NOTE; The information that you had keyed into the reservation should have forwarded to the Open 
Rental Ticket. For those fields that you left blank, please fill them in appropriately. 

Section 2 - Renter Information 

RENTAL TYPE I (I/B/D/K/C/O) Source Cust # ID . ^| 

j.. Naroe -3 - (Last:* First*) 

1 Street 4 ' 

I City S : ST Zip I 

1/ ■ Phone ( ) - 6 I 

j Efeetie ( ^ ) - Ext Employer | 

QQOO 7 Description ^_ - .'.x.-:-.--- . j 



1. Key I -Insurance for Rental Type. 

2. Use State Farm as the Source Customer for this exercise. Key "State*' in the Source Customer # Field. 
Press F2=Cust List The following screen appears. 





Braach Li:at 






^^^^ 


eB:eript:lon : . -STATE 






■ 'Type options r 


pre£s Enter. 






\ .l«Select 5«Di^piay 






.;::-.::^pt...v:::CU5t# 


• Description 


State 


Phone 


■■^'-^ ^3TmZ2 ■ 


• STATE FAJIM** 


IL 


6I-&-5S5-a877* - v!: . y". 




STATE FAPM** 


MO 


314-555-0050 




STATE FARM**- 


MO 


816-555-1277 




STATE EABM** 


IL 


618-555-6660 
4- 


"F2«Detai:l& 


F3=Exit F6=Branch ;r7=AAI 


F8"Group 


FlO=^tate Fll"7>L^l: : ); 


F12«*?:rfevioxi5 


Koll« Forward/ Back 







You can press F2=Details again to view a detailed branch list. The detmled Ust includes the customer name, 
address, and phone number. This is helpful when there are multiple locations for the customer. If there are 
no customers on the branch list, you can press F8=Group for a Group list, F 1 O^State for a State list, or 
F 1 1 =A11 for a list including all customer numbers. 



Key " 1 " in the Opt (option) field next to the first State Farm to select a customer number The screen 
automatically forwards to the contacts screen. See example screen on the next page. 
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MIDWEST: 


Contacts 


SMS005A/01 


GEBR .1S20 


STF433 STATE FARM** 






1444 MAINE STREET 




QUINCY IL 


62301 


: ■:!S^i&i}xypt±oris , press .Enter 


618-534-3300 


618-435-4455 










Opt Name 












Roll=Forwaxd/Back 



Key intheselectionfieldnextto the first Adjuster Name. 



3. Key your name as the renter. Last Name* First Name* . To key an asterisk, press and hold the SHIFT 
key while pressing the 8* key. 



to move the cursor to the next line and key your address. 



s.[ 



to move the cursor to the next line and key the City. |TAB RIGHT | to move the cursor to 



the next field and key the State abbreviation. Key the Zip code. 

6. Key Home and Work Phone Numbers. Don't forget to include the Area Code. If the extension 
is four digits or less in length, key the extension. Key your Employer Name. 



to move cursor to the next line and key other Phone Number (include area code) and a brief 



description, as needed. 



8. 



to move the cursor to the next line and key the Local Address of the renter if other than home 
address. 



to move to the next section, if necessary. 
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Section 3 - Driver License 

^1 2 5 ^ ^ 

jBXf 1234S67B9 ST 1^ Expires 062594 DOB 032760 SS# 555 55 5555 | 

'^eight 6 02 Weight 175 Eyes BRQWN Hair BLONDE r J 

1. Key the Driver License Number (no spaces are necessary). 

2. tTAB right] and key the State abbreviation and Expiration Date. 

3. Key Date of Birth. 

4. If you keyed your SS# on the Training Menu Screen, it will be pulled forward. If not, key the SS#. 

5. Key Height, Weight, Eye Color and Hair Color. 

I ( I I to move cursor to the next section, if necessary. 



1 
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Section 4 - Additional Driver 



^ . 

I AISDZTXC^M^ J>RXVER (Y/K) Y Driver Name TIM filLI^lAN Age 25 j 

1 Addr Iiic# 3 St Exp | 

^ — - . ^ 

1. Key Y - Yes for an Additional Driver Key the name ofafaniiiy member or friend. 

2 I TAB RIGHT I to move the cursor to the next field. Key the Age of the Additional Driver, If you do 
not know the exact age, but know they meet the age requirement, key 25. 

3. Key additional Driver Address. 

1 TAB RIGHT I to move cursor to next field. Key Additional Driver License Information. 

I < M to move cursor to the next section, if necessary. 



Section 5 - Out of State 



I OfOT OF SrXTE tY/K} C3^ ILldNOIS [ 

v_ , ^ ' 

Key Y - yes and key the State(s) to which the renter plans to travel 

Prcss l ENTERl to accept the information keyed and advance to Screen 2. RALPH will scan the information 
you have keyed from top to bottom. Ifany errors exist, or ifa field has been left blank, an ERROR MESSAGE 
displays at thebottomofthe screen. This message will expl^n exactly what needstobecorrected andthecursor 
vail be placed at that field. SecthesectiononERRORMESSAGES for more information. 

Make any necessary corrections and press | ENTER | again. Repeat this procedure until Screen 2 appears. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 2-14, 
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1 



Screen 2 is broken down into three sections. 





1 



2 

COMPJmy BILL TO 


Source Cu«t# 999999 
(Y/N) Cust« 


ID 999 




Co&i$>lete If 


Name 




(Con¥>any Name** 


Cu3t #999999 


Street 








City 




ST Zip 




Phone \ ) " 


Ext 




3 czaxh/pol/sh:'* 




Max Amount 




(C/Claiinant, I/Insured, T/Theft) _ 
lioss bate Car Sale Referral 


Insured 




BHOF CUstfi 


Name 


Attn 




Car Yr 


Make/Model 


Phone 


( 000 ) ..000 r^OOOO 


F2«Cust List P3=EKit :.F4«rD List F5«Rates/Rules 
FIO-GC Approval. FI1=CK Approval FI2=Prev 


F7«AAI FB^Prewite 

J 



1. Special Instructions: If Special Instructions exist for the Source Customer Number, they will 
be displayed. 

2. Company Bill To: This section requires a YES or NO answer If yes, the Customer Number to be billed, 
the ID # and other company information are required. 

3. Claiin/Pol/PO#: This section requires the Claim, Policy or Purchase Order Number alojng with information 
regarding the Damaged/Stolen Vehicle, Insurance Rate and Shop Information. • 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 2-14, 
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Section 2 - Company Bill To 



I 



Source Cust# 999999 ID 999 

CXftlPWaY BIIiL TO (Y/N) _ Cust# ID Attn 1 

I Con^^lete If Name { Conpany Name * * ) I 

j Cusi: # 999999 Street ' \ 

I City _^ ST Zip ____ 



Phone { ) - Ext 



I 



Key " Y"-Yes in the Company Bill To section. Key your Last Name in the Bill to Cust# field and press 
F2=Cust list. Kqr " 1" in front of your name on the list. Or press FSKiroup to access the Group list if your 
name is not on the Branch list. This will automatically take you to the Source ID List. Key " 1 " next to 999 
UNKNOWN**. . 

NOTE: If your name is not on the list, key 999999 as the Cust# and 999 as the ID. Key your name on the 
Attention Une next to the ID field. The Name and Address section must be completed if 999999 was used as 
the Customer Nurabo". Key the following if 999999 was used: 

Your Name (LAST* FIRST*) 
Some^^ereLane 
Anytown, USA 12345 

Phone Number: 123-456-7890 Ext. 123 

to move the cursor to the next section. 



Section 3 - Claim/Pol/PO# 



^ €taiM/P0L/PO.# - ■ -Max Amount ^ 

I {C/Ciaimant, X/Insuced, T/Theft) _ Insured I 

I Loss ©ate ; ■ ■ Car Sal« Referral 

I ■■■ V:.:•:^•. :~^~~. I 

I SHOP ;Cust# Name Attn 

' — -m™— 11 III ■■■■■■..1,1, I 



\. _^ _^.g5_y£ Make/Mociel _ ^ Phone- ( 000 ) 000 - OOOJ? 

Key the Claim # - ABC9876-02. Key the Max Amount to be paid by the insurance company -"17 per day" 
on the first line and "30 day Max" on the second line. Key an "I" in the selection field for Insured. Key "Sally 
Brown" as the insured. Key yesterday's date as the Loss Date. Key an "X" if the customer would like their 
information forwarded to the Car Sales department to be put on the prospective car sale purchaser's list. 
F2=Cust List to look up a Shop Cast #, X the shop customer. The customer's nanie and phone # will forward 
to the screen. Key "Bob" as the contact. Key "94 Chevy Blazer" as the YrMake/Model. 



ENTER I to advance to Screen 3 . If any errors exist, correct them as you did on the previous screen. 
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Screen 3 is broken down into four sections. 



2 


Callbaek vType 


B/S _ Adj 


_ Svc _ 


Cust 


3 


Calendar Day 


24 Hour Day _ 


Specials _ 




4 


Sales Tax % 


Fuel Charge 


Per 






Drop Charae 


Drop Location 








. GOWSCHG 

. _ LESERTAX. 
_ • ; 3U5DLDRVR 


06% 
06% 
10% ■ 

■ . . :2.-..00 per^-'-day 


•'i^Addjbtlonal Driver 





1. Special Instructions: If Special Instructions exist for your Bill To Customer Number, 
they will be displayed. 

2. Callback Type: A "Callback" is a service oflFered to all customers. The rental branch personnel places 
calls to Body Shops and Service Departments to check the status of the customer's vehicle. Calls are then 
made to adjusters for extensions and to customers to pass along information (the car is ready, last day the 
insurance company will pay is XXX, etc.). This section requires the Callback Type to be marked with an 
"X" . The Callback Type will help RALPH distinguish the callback list to which this ticket should be as- 
agned.' 

3. Calendar/24 Hour/ Specials: You can decide here viiether billing will be on a Calendar day or 24- 
hour basis. You can also go to the "Specials" screen by placing an X next to Special. 

4. Taxes and Additional Chai^ges: This section will display tax information, fiiel charges, and additional 
charges that have been customized by Group/Branch. You can choose what charges apply by simply 
pladng an X in front of the charge. You can z\so note if a drop charge applies; / " 



NOTE : The function keys will be discussed in detail at the end of this exercise, page 2- 14. 
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Section 2 - Callback Type 



j Callback Type _ B/S _ Adj _ Svc _ Cuat j 

. . . 

Key an "X" to mark this ticket as both a B/S and Adj. Callback. 



Section 3 * Calendar / 24 Hour / Specials 

^^^^^^^ ~ ~ "^."^ ;^ ~ ~~ ; ' ~ ~ ~ - ~ a 

v:^H32^!2*L _ _ : _ \^ , : j 



to move cursor to next line and Key an "X" in the selection field for 
Calendar Day. 



Section 4 - Taxes and Additional Charges 



^ , — ■ 

I iSalefl :Tax % Fuel Charge Per ] 

I Drop Charge \ Drop Location , 

:GOVTSCHG 06% 

I : k2/ACC 06% I 

I .: LESBR^ 10% I 

I ;l ^'^ 2.00 per day i^itional Driver Indicated^ 

j: ::F3=Exit: FS^RatesARules F8=PrBwrite FIO^CC Approval Fll^Check Approval j 

The Sales Tax/Surcharge and Fuel Charges will be preloaded by Ralph. The fidds' for Drop Charge and 
Drop Location will remain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch specific and have been customized by your Group Business Manager 



ENTER 



to advance to Screen 4, If any errors exist, correct them as you did on the previous screen. 
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Screen 4 is broken down into six sections. 



_ • — >^ 

CAR TTVB REQUESTED 

BASS QUOTED $ >00 F5»K9.te5 



2 

XiKTSi OUT 


Time 


{Start Chqs If Diff Date Time 






Gust Ext Date Time 


Auth AJntii 


Date 000000 




£CAR # 


3 License # 


Or Serial # «ot on File. 


RAISTE 


.00 /Hour _ 


. 00/Day - GO/Week , OO/Month Disc% 


MILEAGE 


/Mile After; ; _ 


]_/Day /Week ^ /Month \ ■ 




No Charge 






•00 /Day 


:$136.34 Est t^axges 


PAI 


,00 /Day 




SIiP 


/Day 




5 DEFOSXTS 


Cash .00 


Check ,00 CC .00 


CALL&AflK MOTE 


.6 .;. 


Update Code 


- Ein|># ":ERip# if Different 



P3?«E>cit E5«Rate«/Rules F6«Units Avl F7=AAI F8«=Prewri.te 

^ F9==Unit Pend FIQ^CC Approval Ell=Ck Aprvl F12==erev F16==Est Chgs ■ ; j 



1 . Car Type Req uested/Rate Quoted: This information will be pulled forward from the Branch or National 
Reservation. If a Car Type was not requested, or a rate was not quoted, NONE will be displayed in this field. 

2. Date Out/Current and Customer Ext: Today's Date and Time will be supplied by Ralph. CurrentExt 
Date appears if you placed an "X" in B/S, Adj or Service Callback, Customer Ext date appears if you placed 
an "X" in Customer Callback. 

3, ECAR#: This section requires an ECAR Number and License or Serial Number to be keyed. Youcan - 
key this from the key tag or by using F6=Units Available. If the unit information is not available, use 
F9=Unit Pending, The ticket will print, but you must completetWsinfonnation, when available, using option 9 
ontheECARS MainMenu, "Complete a Ticket". 

4, Rate: Thisseaionrequir^informationregardingthedailyrate, alongwdththenuleagelimitationsandcharges. 
Estimated Charges, Damage Waiver, PAI and SLP daily rates are also includedjn this section. All rates are 
examples only. Please check with your Group for correct rates. ' - 

5. Deposits: Tlus section requires information regardingthe deposit to betaken at the time of the rental and 
how it was received, 

6, CallbackNote: Key a briefnote in the Callback Note field, as necessary. This note pulls forward to the 
Rental Ticket for reference. 

NOTE; The fimction keys will be discussed at the end of this exercise, page 2- 1 4. 
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Section 1 - Car Type Requested/Rate Quoted 



^i3KEL :^S& SSQ None 

' QTOTED None I 

■■- ^ y 

This information would be pulled fromthereservationif available. 

Section 2 - Date Out 

l '-~7;;.t^>?-^ • ■ ■ 'Cur r ' Ext "Oate • -Time. ■ | 



tomovecursortotheCurrentExtdatefield. Key today's date. FoUowthis example; June 10, 1997 



should be keyed as 061097. October 02, 1997 should be keyed as 100297. 
to move cursor to the next section 



Section 3-ECAR# 



Press F6= Units Available. The following is a partial display of the Units Available Screen. 



CNiaps iHor rented « ppgm . Next unit poi844 ccrai6-a 

i^}-"^-';'-'- -iMi^'^r-^ ■ .:Next . Branch 

plftai*'^#..:i^^ :Shp .La*t-lK>eatio« 

f^P.boi?^ .:PDbl^4 " 34 P£»rr BONN . SE4D WHITE PPGM NK'J STK 

.v-::ga0227 P0&227; . ^94 PONT GPRI i.E40 GRAY PPGM 



Place an "X" in the selection field to the left ofthe unit to be rented | ENTER] The unit information will be 
pu lled forwa rd to the rental ticket and Screen 4 will reappear, 
to move cursorto the next section. 



Section 4 - Rate 



< ■ : : • — 

I RATE: ;.00/Day ..OO/'Week -00/Month DiscS 

I / We^k ^/Month 

I '--f _ >Ho- Charge " '■ 

j iw .00 /Day 

I :PA1 ., .00 /.Day ^136..34 E«t Charges - % 

1. Key 1 6.99 1 FIELD EXITl in the Daily rate field. 



2. Keyan"X"intheNoMileageChargefield. 

3, Key 7 I FIELD EXrfl in the Damage Waive r Field. Key 1 1 FIELD EXrf] in the PAI field. 
SLP amount will be preloaded. FIELD EXifl over it to remove the charge. 
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Section S * Deposits 



Key 100 IFIELD EXrfl in the Cash field to designate a $100 Cash deposit, 
to move cursorto the next section. 



Section 6 - Callback Note 

1. Key a brief note, as necessary. 

2. Key your Update code and your 5-digit Employee Number. 



I ENTER I to accept information keyed. Correct any errors, if necessary. The ECARS Training Menu will 
be displayed when ticket is accepted. 



Congratulations! 

You havejustcompletedyourfirstrental ticket. 
In the"iive"ECARS program, thecompleted rental ticket would print fromtheDR Ticket Printer. 



I 
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FUNCTTON KEYS FOR OPTION 1 - OPEN A TICKET 

Listed on the bottom portion of each screen are several Function (F) keys. Each oneperforms a function that 
may be used while opening a ticket. 

Displays a list of customer names and numbers that are to be 
usedforsourcingand/orbilling. 



F2 = Cast List 



F3=Exit 
F4 = IDList 

FS« Rates/Rules 

F6= Units AvI 
F7 = AAI 
F8 = Prewrite 

F9=ClrRntrID (Screen 1 ) 

F9 = Unit Pend (Screen 4) 

F10 = CC Approval 

Fll =CK Approval 

F12=Prev 

F13==Insurance 

F14<:redit Ck 
F16 = Est Ches 

F21=IDRntr 

F23=MoreKevs 



Return to EC ARS Main Menu. 

Displays a list ofID numbers for individual adjustors, agents, etc 
for each customer number. 

Allows access to Rates/Rules in Special Instructions for that 
customer. 

Displays list of all units available for rent and intheshop. 
Allows accessto the Inquiry Programs. 

Allows a daily rental ticket to be written when only a portion of the 
ticket information is available. 

Allows you to clear existing cust omer information from fields so you 
can key new information. 

Allows a daily rental ticket to be v^tten without keying the unit 
informatioa 

Allows access to the credit card swipe window for deposits, 
authorizations, payments, etc. 

Allows access to the check authorization v(rindow. 

Allows accessto the previous screen. 

Allows access to a screen to key Renter's insurance coverage - 
information. 

,, ^ 

Allows accessto a screen to key Renter^s credit information. 

Displays an estimated calculation of charges when opening a 
ticket for accurate credit card authorization and charge procedures. 

Allows you to to locate previous renter information without exiting 
the reservation. 

Allows you to display function keys that are not shown when the 
screOT is in the original display mode. 
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EXERCISE 3 OPEN A TICKET - 24 HOUR 



This exercise will guide you through Option 1 - Open a Ticket for a 24 hour clock. Be sure to follow 
the format exactly as stated in tWs workbook. This ticket vdll be used again later! 



If the ECARS Traimn g Menu is not still on the screen from the previous exercise, key AARTOl on 
the Enter Request line |ENTER| . The ECARS Training Menu will appear. 



.SYSTEM 




Training 
System 




:V:':=H<5Kte ;^ - 



.Re5# 



ST/PEOV 



.;€mdi«;E3cit- Cmde-tease pixst 



!• Option Field: Key Option Number 01 . 

!• Name: Key the first 3 letters ofyour favorite celebrity's last name in this field. 

3. Home Phone #: Do NOT key a Home Phone Number or Driver's License Number this time. 



lENTER I to accept the infiDrmation keyed and advanceto the next screen.^ 



Locate and "X'* your favorite celebrity's reservation you previously aeated. This information will forward to 
theticket. 



I CMP 1 I ExittoEnterRequestPrompt. 



I CMD 8 LeaseCustomer. InformationaboutrentingtoLeaseCustomers. 
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Once again, information that was keyed into the reservation should have forwarded to the rental 
ticket. If not, key information as necessary. 



Section 2 - Renter Information 



fl mmi^ :T£iZ £ (1/B/B/R/C/O) 2 Source Oxst # 995999 * ID : ^ 



1. Key R- Retail for Rental Type. 

2. Kev 999999 as the Source Customer # rfAB RIGHT 1 . Key 999 as the ID. 

3. Key your fevorite celebrity's name as the renter Last Name* First Name*. To key an asterisk, press 
and hold the ISHIFTI key while pressing the 8* key. 

4 J C 'I to move the cursor to the next line and key your address. 

t 'I to move the cursor to the next line and key the City. |TABRIGHf1 to move the cursor 
to the next field and key the State abbreviation. Key the Zip Code. | ^— i \ 



6. Key Home and Work Phone Numbers. Don't forget to include the Area Code. If the extension is 4 digits 
or less in length, key the Extension. Key your Employer Name. 

7. |C M to move cursor to next line and Key Other Phone Number (include area code) and Descriprion, 

as needed. 



8 j ( ■ » I to move the cursor to the next line and key the Local Address of the renter if other than 
their home. 

to move cursor to the next section, if necessary. 



Section s - Driver License 

'^ei^tf 4^;^ - ^Weight T?! Eyes ; ^BBOtJg : BLO>lDE ^ J 

1. Key the Drive r License Number (no spaces are necessary). ' 

2. 1 TAB right! and key the State abbre>nation and Expiration Date. 

3. Key the Date of Birth and the Social Security Number, if it has not already been preloaded. 

4. Key Height, Weight, Eye Color and Hair Color. 



"] to move cursor to the next section, if necessary. 
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Section 4 - Additional Driver 



/• 7 2 ^ 

I ADDITICaoU* DRIVER (Y/N) ^ Driver Name TIM HILLMftN 1_ Ag« 25 | 

lAddr 3 Lic » ■ St Exp | 

v.. . 

1. Key Y - Yes for an additional driver. Key the name of a family member or friend. 

2. iTAB right] to move the cursor to the next field. Key the Age of the additional driver. If you do 
not know the exact age, but know they meet the age requirement, key 25 

3. Key Additional Driver Address. 

4. ITABRIGHTI to move cursor to next field. Key Additional Driver License Information, 
to move cursor to the next section, if necessary. 



Section 5 -Out of State 



/• — " — — -::=:- — N 

I OUT OF STATE (Y/N} C^ Y J ILLINOIS j 

V . . ^ 

Key Y - Yes, and key the State(s) to which the renter plans to travel. 

Press' I ENTER I to accept the information keyed and advance to Screen 2. RALPH will scan the 
information you have keyed from top to bottom. If any errors exist, or if a field has been left blank, an 
ERROR MESSAGE will be displayed. This message will explain exactly what needs to be corrected and 
the cursor will be placed at that field. See the section on ERROR MESSAGES for more information. 

Make any necessary corrections and press I ENTER I again. Repeat this procedure until Screen 2-appears. 



t 
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Section 2 - Company Bill To 



^ — — ^ 

Source .Cust# 999999 ID 999 i 
.<X»SPAOT BIUL. TO (Y/N)(^ CastM ID Attn ^ 

Compl^t^ If Name '^ZHH ^Con^any Name**) 

Cast # 999999 Street ' 

City I ST %±p \ 

Phone { } - Ext | 
. V 



Key N - No. There will be no company billing for this exercise, 
I ( 1 I to move the cursor to the next section- 



Section 3 - Claim/Pol/PO# 



1 (C/iCXaimant^ l/Xnsured^ T/Thef t) _ lasured ■ .-^r '"1 

1 Loss vDate Car- .Sale Referral.. ■ ./v'-^jk^..^ J 

i SHOP :cust# ; mame ' Attn ! 

^ :Car Yr _ Make/Kodel ^ Phone { 000 j :OD0 - 000^ 

This section will remain blank for this exercise since there is not a direct bill set up. 



[ENTER I to advance to Screen 3 . If any errors exist, correct them as you did on the previous screen. 
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Section 2 - Callback Type 



I Callback Type B/S Adj Svc Cust ^ 

I _ _ J _ _ _ J 

V_ : : ■ ; . _y 

Key an "X" to mark this ticket as a Customer Callback. 



Section 3 - Calendar / 24 Hour / Specials 

J Calendar Day _ 24 Hour Day _ Speciais - ^ ^ 

V . y 

to move cursor to next field an Key an "X" in the selection field for 24 hour. 



TAB RIGHT 



Section 4 - Taxes and Additional Charges 



^ \ 

Sales Tax % Euel. Charge Per 

Drop . Charge ^ Drop Iiocation . • 

- GOVTSCHG ' 0€% 

_ . ADDLDRVR . 2 *O0 ipesr /d^ : v ■ J^dlt^ 

TFS^Exit :F5==Rates/1luies: /v i!ipproval :f ll»Ch;eck; Approval 

\. _ . _ ^ ^ _ li^_v 

The Sales Tax/Surcharge and Fud Charges ^11 be preloaded by Ralph. The fields for Drop Charge and 
Drop Location will remain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch spedfic and have been customized by your Group Business Manager 



ENTER 



to advance to Screen 4. If any errors exist, correct them as you did on the previous screen. 



Section 1 - Car Type Requested/Rate Quoted 



CAR T3f PE BEQ 
PAXE QUOTED 



None 
None 



No information is available for this exercise. 



Section 2 - Date Out 



>l 



{Start Chgs if Diff Date_ 
Oust Ext Date 



Time 



to move cursorto the Cust Ext Date field. Key today's date. The other fields in this 



section will remain blank for this exercise. 



to move cursorto the next section. 



Section 3 -ECAR# 



i ECAR :# 



License # 



Or Serial # 



Not On :File 



Press F6=Umts Available, The following is a partial display of the Units Available Screen. 



tmXTS HOT BEtrCED J^PC^i 



Next Unit P01844 CCBAie-A. 
Next Branch .■■ 



UaltM -'^icense-t 3& Yx Hake :Hodl ::iSers Color Shp Iisust^rliocation 

3r^9i02271^^ 94 PONT. ^PRr>XE4.D .GRMT PPGM 



:new\stk; 



Place an "X" in the selection field to the left of the unit to be rented I ENTER I The unit information will 
be pulled forward to the rental ticket and Screen 4 will reappear. 



to move cursor to the next section. 
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Section 4 - Rate 



/Day 



^00 /UJeek 
/Week- 



, 00 / Montli 
/ Month 



1. Key 6 | FIELD EXITl in the Hourly Rate field. Key 24.95 | FIELD EXIT| in the Daily Rate field. The 
Weekly and Monthly Rat e fields will remain blank for this exercise. The field for Discount will remain 
blank also. | c ^ I 



2. Key 25 in the Mileage Charge field. Key 100 in the Per Day Mileage Allowance field. Weekly, Monthly 
and No Charge vnll remain blank. 



to move cursor to Damage Waiver/Day Field. 



3. Key 9 [FIELD EXIT] in the Damage Waiver field. Key 1 I FIELD EXIT] in the PAI field. 
I FIELD EXIT I over the SLP amount to remove it. 
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Section 5 - Deposits 



The Deposit will be a $200.00 Authorization by Credit Card. Press F 1 0=CC Approval . The following 
Pop-Up Window will appear. 



Swipe a credit card (MC, AMX, VISA, DISC). This is 
the treuning system, no records aviU be produced, so you 
may use your own credit card. Once the card is swped, the 
n»ct screen wil l appear An / if the credit card was NOT 
swped, press I ENTER I for the next screen. 




If the card was swiped, the CC #, Exp. Date and 
Card Holder Informat ion will be displayed. If 
you pressed |ENTER| , key the information. 
Key "A" - authorization as t he transac tion type. 
Key $200.00 as the amount. | ENTER I to accept 
the information and return to the ticket. The 
information from the swipe window will for- 
ward to the ticket. 



to move cursor to the next section. 



Section 6 - Callback Note 



1 . Key a brief note, as necessary. 



En^ll If -Different ; QQt)0O ;rf 



2. Key your Update Code and five-character Employee Number. 



[ENTER I to accept information keyed. Correct any errors Jf necessary. The ECARS Training Menu will 
be displayed when ticket is accepted. 



CONGRATULATIONS! You havejust completed your second rental ticket. Inthe "live" ECARS program, 
the completed rental ticket would print from the DR Ticket Printer. 



Two down, one to go! 
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EXERCISE 4 SPECIALS 



Exercise 4 will guide you through opening a ticket with a Weekend/Holiday special rate. You will be the 
renter. 



Use Option 1 - Open a Ticket and complete Screens 1,2 and 3. In the section "Calendar/ 24 Hour/ 
Specials, " 

"X" 24 hour and Specials | ENTER) . The following screen will appear. 



^S^jf^^S^i^hi^^ .::JDat^:?^S^^ : J^-92S^^ ; OR "Date Time 



''^^titlih^xy :':^'^' - ^i'l^aj^:---:.: ; ;'OR';.' "V^ "^.No-Charge 



Two Options are available for Special Rates. 
Option 1 - Daily Special. 

Option 2 - Package Special (one price charged for a specific number of days and niiles). 

1. Key an X in the slot to the left of the current date and time. If you wanted to start the special at a date/ 
time 

other than the current date/time, you could key the appropriate date/time in the field provided. Key the 
date and time that the special will end. 

The Start and Stop Dates are very important, especially if the renter has the vehicle for any length of time 
before or after the Special Rates apply. 

For this exercise, we will use a daily rate of $19.95 per day/100 miles per day. 

2. Key the Rate and Mileage information in the appropriate fields in the section for Daily Special. 



ENTER Screen 4 for a 24 hour rental will appear. 



F3=Mdn Menu. Return to the ECARS Main Menu, 

F5=Rates/Rules. Allows access the Rates/Rules Screen. 

F7=AAI, Allows access to inquiry programs. 

F12=Previous Returns to the previous screen. 



Page 4 - 1 



It is imperative that this screen be completed. The customer must be notified that if they have the vehicle 
BEFORE or AFTER the Special Rates apply, they will be charged the Regular Daily Rate for that vehicle. 
These rates will be printed on the rental contract along with the Special Rates. 

NOTEt Onlv one special rate is allowed per rental contract. If the customer has more than one applicable 
special, the contract must be closed and a new contract opened reflecting the new special. 

Complete Screen 4 - Unit, Rate and Damage Waiver/PAI information. Use $8.00 as the hourly rate and 
$32.95 as the Daily Rate with 100 free miles - overmileage at 25 cents per nule. 

A deposit of $100.00 will be taken by check for tWs rental. Press Fl 1= CK Approval. The follovong 
Pop-Up Window vAll appear. Your Group may or may not use a Check Approval Service on a dmly basis . 







>:|p2HE 
































•>'-:^:v..:-:-;;-: 
























i t 





The driver's license number, state and expiration date will be pulled forward fi-om the rental contract. If 
the customer issuing the check is not the renter, key the new driver's license information. 

Key the Mtiount of the check lENTERl . The window will return stating the check has been authorized, 
along with the authorization number. lENTERI to return to the daily rental contract. 

Resume keying any information needed I ENTER I to complete the ticket. 



Congratulations! 

You have now successfully opened a daily rental ticket for each of the rental ticket categories; 

24 hour, Calend^ Day and Specials. 
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EXERCISE 5 OPEN TICKET CROSS REFERENCE 



Exercise 5 will show you how to look up an open Daily Rental Ticket by Name or Ticket #. This option 
is very helpful for identifying Gpbr, Unit Number and License Number information. 



IX ::;Re3:ervat:i;:oixs \ 



TRAINING 
SYSTEM 



^Ip^^^^^^^l^^^g^t;:^^^ SMITH 



B 

Or Tickets 000000 



.. .... > :;^A^;^g6iae^^ghQi^e ■{ 



Res# 



1. KeyOption# 10. | TAB LEFT \ topositionthecursorintheselectionfieldtotherightoftheOption 
Number. See the box marked on the example. 



2. The customer's last name is keyed in Field A. If the ticket number is known, but not the customer name, 
key^t^he ticket number in Field B. For this exercise, key your last name in Field A [ENTER I . The 
following screen will appear. 



OBt^Rcrf soflme-h 



The Open Ticket Cross Reference displays the customer's Name, Gpbr, DR ticket number. Unit # 
and License #. 



You may look up another ticket from this s creen. Key your favorite celebrity's last name in the section 
marked Next Customer and press lENTERl . RALPH will locate that name and display the information. 



Write down the numbers of all the tickets you created. Return to the Training Menu by pressing 
I CMP 1 
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r 



ECARS - J»iTERPRISE COMPUTER :ASS1STBD RENTAL SYSTEM CCRTMU-A 



1 - Open A Ticket 11 - Reservations 

2 " Correct A Ticket 

3 - Switching Units/ 12 - Callbacks 

Changing Rates 

5 - Closing A Ticket . .15 Gash Manag^ent 



TRAINING 
SYSTEM 



[TICKET SERVICES} 
0} - Open Ticket X-Ref I Name SMITH 



I Name SMITH Or Ticket# GOOOOO I 



1* pp-tion#— . I># 000000 Branch 

: ; ' Karoe SSN# ■ Res# 



<gmd.l«Ekit CtndB^Lease Cust : . 

Look up the ticket by keying the ddly rental ticket number. 
!• Key Option # 10. 

2. Key the daily rental ticket number in Field B. | ENTER \ The following screen will appear. 

NEXT TICKET # K^th.t.extTtck.t#l.r,T CCRA14- 

Ticket... G.PBR Customer Name License # Unit # 

9a9.O07V . EPGM -.SMITH* ROBERT* P00224 P00224 



GmdIiasRetum :C^3=*4ain Menu Cind7==AAI 

TheTicket Number, Gpbr, Customer Name, License# and Unit # are displayed. 

To look up another ticket from this screen, key the ticket number in the section Next Ticket Number 
i ENTER 1 RALPH will locate and display the information. / - ' 



CMD l=Return Return to ECARS Training Menu. lnthe"live" ECARS System, CMD 1 recalls 

the Ticket Services Menu. 

CMD 3=MainMenu MainMenu. In the Training System, CMD 3 returns the Training Menu. The 

"live" system will return to the Main ECARS Menu. 

CMD7=AAI. AAI, Access Inquiry programs. 
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EXERCISE 6 CORRECT A TICKET 



Option 2 - Correct a Ticket, allows you to correct/add/delete information on an open Daily Rental Ticket. 
This option is most commonly used to add claim information, shop information, additional drivers, etc. 
This option is NOT used to switch units or change rates. 



TRAINING 
SY.STEM 




... - . . . ...... - _ - ^^tmlmmf al: j 



ST/PROV 



!• Key Option #02. 

2. Key the Daily Rental Ticket Number (use the lowest ticket number from Exercise 5 - Open Ticket Cross 
Reference). 



(ENTER to accept the information and advance to the Correct a Ticket screen. 
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Screen 1 is very similar to that of Option 1 - Open a Ticket. 



Screen 1 



BENTER IHPOBMRTION Kental Type B (I/B/D/R/C/O) Source Cu5t# 999999 ID 999 

-KaBae SMITH* ROBERT*^^ (Last* First*) 

' Stsxeet 123 MRItJ STREET ; 

. CjjLty ; . JliNYTOV ^ - : ST MO , Zip 63141 

;i^pme.,Ph^ Office Phone r 555 ) 555 - 5555 Ext 5555 
: ; .^:t^ieir^ Local Address 

-^i^laitn^ ^ • . . - ;stafee.;i40' Expires Q52596 

'^W^^l^ 02 rfS^ Hair BLONDE 

::En^loyer. '[ ^ ' ■ ■ ^ "\ 

■;-;:^ibdu^^ :joHN.JOK^ ; ■ ' 

/:Cot^lfetie-:^i.f::i:^^^ : (CC^ANY NAME**}' 

-•^C3:ty^.-^ ••- . • ^- ■■ vfe-..:ST: -^Zip: • 

v^- — - — ' J 

Screen 1 includes the sections: Renter Information Driver License 

Additional Driver Out of State 

Company Bill To 



Any information on this screen may be ch anged by k eying directly over what is displayed. Information 
may also be added or deleted if necessary. | ENTER | to accept changes/additions/deletions and advance 
to Screen 2. 



I F2 I Customer List. 

I F3 I Exit to Main Menu. 

FfTI id List. 

I F7 I AAI. Access Inquiry programs. 
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Screen 2 



r 



Current £l&te Effective On 06/13/97 



Bill-To Attn 

Claim/ a?.OIi/B0# Loss Bate OOOOOO 

{C/Claintant, I/Insuredr T/Theft) _ Insured 



SHORf Cust# Name Attn . 

Car Tear 93 Make/Model BUICK/REATTACNV Phone# ( 000 } 000 - 0000 

r . .Surcharge % .5.850 Fuel Charge 5.00 Per RENTA L 

Drop Charge 5,00 Drop Location 

Airport Access _ 1,000 % 

SLP _ :2»00 /BAY ADD DRIV _ 1.00 /DAY 



xF2*=GiiLS;t^1Li«:t..^ F12*=PreviouB 



Screen 2 includes the sections : •Current Rate Effective Date •Claim/Policy/PO# 

•Additional Charges -Employee Number 

Any information may be changed by keying directly over what i s displayed. Information may also be added 
or deleted if necessary. 

Add a $5.00 drop charge and key the Gpbr Number of another branch in your Group as the drop location. 
Key your 5-digit Employee Number. 



ENTER I to accept information. 

\ F2 I Customer List. 

I F3 I Exit to Main Menu. 



F7 I AAI. Access Inquiry programs. 



F12 Previous Screen. 
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EXERCISE 7 SWITCHING UNITS/CHANGING RA TES 



This exercise will show you how to switch units and/or change rates on an open Daily Rental Contract. 
Use the ticket # from Exercise 3 - Open a Ticket, 24 Hour, 

On the ECARS Training Menu Screen: 

1. Key Option #3. 

2. Key the DR Ticket Number 



The following screen will appear. 







':-;^:^?22^9f ^^^^^^^^^^ -rOSBtJ ;-r-;f ••isi>. -MXIil^ ■ v4^5iJ0X 














'New ;-^il^e ,.^£f ect:l-ve-^<iite^ " - 


.:V..:;:--::^"-=:Sp!eCi;al.:.^ 














^Specs ^ ;Crod6'»f&te --Jr^^xd^^MiX'. GimiM^PrBV .iMiles 







The screen is divided into 2 major sections. 

1. Switching Units: The portion of the screen above the current date and time is used to switch units. 

2. Changing Rates: The lower portion of the screen, below current date and time, is used to change rates. 

Either one or both options may be used. 

NOTE: The command (fianction) keys will be discussed at the end of this exercise, page 7-4. 
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SWITCHING UNITS 



r 



m 999011 



Renter SMITH* ROBERT* 



1 

KiopW 



RAO 3 A 



SfTITCHXKG mfncTs 


2 








UNIT 1 DC0232 


DATE/TIME 


OUT 


022294 0835 AM 


START MILES 4 50 00 




DATE/TIME 


IK 


022294 0530 PM 


END MILES 45101 


3 

Old xtnit returned 


here ■ or 


to 






■New «:unit 


License # 




OR JSerial # 


•JMot on -.file 





New unit date out 



Time out 



1 . Key your five-character Employee Number . 

2, Key the returning unit's START and END miles, 

3. Key an "X" to indicate the unit is returning to the renting branch (OR key the Gpbr #, etc. if unit is 
returning to another location). Key the new Unit, License Number, and Serial Number ( if known) . 
CMD 4 = Units Available may be used (see page 3-5). 

4, Key the Date and Time the unit switch becomes effective. If the original date and time are keyed, the 
Unit History for the first unit will be deleted, and unh two will be the first unit on file for this daily 
rental ticket. 
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CHANGING RATES 



r 


A 


CHAKGING Original: 6/0L/94 


8:35 AK Current: 6/02/94 1:31 PM 


. *. 

New rate effective date 
Calendar day _ . 24 Hour Day X 


.Time 

Special Discount 00% 


.2 . . ■ ■ ■ ; 

innate; j6vX>^0 :/liour .24. S5/day 


*00/week .OO/month 


Mileage 825 f/mile after 100/day, 




... > -.- 


^:/dak :. ... .v.:-?:.^: j--- 











L Key the Date and Time the rate change becomes effective. Calendar Day, 24 hour and Special may 
be changed by keying X, if necessary. A Special Rate may be added/deleted, eg.: daily rate or 
package rate. Do not update that information for this exercise 

2. Change the Daily Rate to $32.99 per day, mileage will stay the same. 

3, Damage Waiver and PAI may be added/deleted/changed. 



ENTER I to accept infomiation. 



Congratulations! 

You have finished learning Exercise 7 - Switching Units/Changing Rates. Do NOT press 



ENTER I . Turn to the next page and review the "Command** keys applicable to this section. 
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COMMAND KEYS FOR OPTIONS - SWITCHING UNITS/CHANGING RATES 



Listed on the bottom ponion of each screen are several Conunand (CMD) keys. Each one performs a 
function that may be used while switching units or changing rates. 



Cmdl=Retum 



Allows youtoexitand return to theECARS Training 
Menu Screen. 



Cmd4=Units Avail 



Displays a list ofBranch Units availableto rent. 

See example window below. 




Next Branch 



.Service • 



To view other B ranch "Unit s Not On Rent" just key the desired branch number in the upper right 
hand comer and I ENTER I , Available units will display. 



Cmd5=Spec Allowsyou to create special rental rates, e.g. : Weekend 

Specials, Promotions, etc. See example window below. 



.X>:l4SDfe<iiai::^^ vStaaft:;. Date- • 


time 










'■M^>^^>^-:j:1$yy:y. *. ..iiOQ -/Day..-. / }■ * * :■: 

























Key the Start Date and Time the special rate is to begin. Choose Option 1 or Option 2, as needed. 



Option 1 requires new Rate (per Day and per NCle). Key X in No Charge field, if mileage is waived. 

Option 2 requires Package and Mileage Rate specifications, Agzdn, key X in No Charge field, if 
nuieage is waived. 
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Cmd6=Rate Displays current rental Rate History on top portion of 

screen, followed by previous rate history information: 
Date and Time charges started. Rate/per Day, Mileage 
(unlimited or charged). Damage Waiver or P AI purchased. 



-sit ■■• lao /Day 

::R-::--"V^'^:x:;baa^ '^Tm-y-- "^a- 1*00 -Excess Miles At 2S::::m1 



-Start: iOiarges 0fl : 30 W4 

^•■^i^^Ratre:. ;>■';.: ^J.>::;:x.:; .5-::-6..1}0./aour - "24*95 . ./Day 
i;«^€'Hiitile^^^^ ■ ■ ■ 

■(:ljiisaxuiq& .Excess Miles- At. 25 



Cmd7=AAI Allows access to the Inquiry Programs, 

Cmd 1 0=Prev Miles Allows you to change previously keyed mileage. 
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EXERCISES CALLBACKS 



Exercise 8 will guide you through Option 12 - Callbacks - to view or update Open Rental Tickets and 
Reservations for your Branch or for another Branch on your machine. Also, the callback history will 
remain with the ticket after it has been closed. This is helpful if you have an adjustor or customer 
who has a question about a closed rental ticket. 



11 Reservations 





TRAINING 
SYSTEM 



w^mwmm^^m^^- ^ 



. Uame: Phone M . : t 



. -Rest. 



On the ECARS Training Menu, key #12 on the line following Option #, | ENTER 
Menu Screen will appear. (See example screen on following page). 



The Callback 



NOTE; It is very important that you pay attention to detail while keying or updating all callback 
information. It will elinunate problems if you are careful at the start. 



Turn to the next page and learn all about the Callback System. 

Good Luck! 
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Callback Menu Screen 

CAXJSACR llEKPa 



AACBOl-1 



:. C REVIEW TICKETS NEEDING EXTENSIONS^ 




Section I) 



REVIEW BRANCH RESERVATIONS 



-i^Sl^^jp^ . TIME - - 




(Section!) 

GPBR or GP _ 

GFBR PPGM or 



GP 



There are 2 Callback Sections: Open Rental Ticket Extensions and Branch Reservations. 



1. Open Tickets: RALPH automatically supplies your Group/Branch Number and current date. To access 
another branch's tickets you may type their Group/Branch Number directly over yours. The same applies for 
the date. If you would like to see the callbacks for a different extension date, key that date over the date 
shown. 

2. Review Tickets Needing Extensions: This section requires you to select an option - to review tickets 
needing extensions by: Body Shop, Adjustor, Customer, Service, All, or Specific Name. 

NOTE: Most of the time you will want to look at the Body Shop calls first to find out the status of the 
customer's car. Next, you would make the Adjustor calls to relay messages from Body Shops. In some cases 
you will want to make the Service calls before the Adjustor calls. Finally, you will want to make the Customer 
calls to teU them what both the Body Shops and Adjustors told you. 

3. Review Branch Reservations: This section requires you to select an option - to review Incomplete 
Reservations or Reservation No-shows, as needed. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 8- 1 9. 
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Now, let's take a closer look at Section 1 - Review Ticket s Needing Extensions. To start, key X to 
select Body Shop calls on the Reservation Menu Screen. l ENTER I to prompt the associated screen, 
shown below. 



Section 1 - Body Shop 



aODX vSHQP CALLS 



Print « or m -i-: I 













'■ ■ 


■■"i:8«Ef^6:^:fi>:«8SB 





















The Body Shop Screen lists all body shops alphabetically, including phone numbers and the number 
of calls to be made to that shop, 

1. Next S hop (optio nal) - Key the Shop Name you chose when you opened the Calendar Day ticket. 
Press lENTERl . The next list will appear -OR- 



2. Shop Name - Key X by the Shop Nam e you had entered. I 4—^ | to move cursor down the list 
of names, as needed. Press j ENTER | . The Body Shop Selection Screen will appear, listing 
customers who are having their cars repaired at that particular shop. See example screen on the 
following page. 

3. Shop Number -Displays shop Customer Number. 

4. Shop Phone Number. 

5. Number of Calls - Displays number of calls to be made to Shop. ' - 
6. 



to move cursor to top right of screen. To Print a copy of the Body Shop Callback 



Screen, key Y=Yes over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through Shop listings. 
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Section 1 - Body Shop Selection Screen 

I BODY SHOP CALLS 11 CB07-1 

B^EOKT (Y OR N) (n) 



1 

BODYSHOP** 3 
^87-654-3210 9999999 



2 

ABI^E* ALICE* 



DAVIS* T03M* 



JGWES* SUE* 



CALLBACK 
CURRENT STATUS 
YEAR/MAKE/HODEL TXCKET# (^/BR EXT DATE B/S ADa 
4 S 6 7 8 9 

94 FORD TAURUS * P027415 Old 06/15/94 DO DO 



JO 



yia .MUSTAHfl ^ t>G^ ' Mlt^ 01<il (ib>i;/i»4 56 t )0 

Notefi •■' 

90:vCHEVy .LUHIKA * D027420 0101 06/20/94 DO DO 

•Notes - 



* VINDXCATES ^XIC3fCCT THAN 2 DAYS OLD 

1 . Displays Body Shop Name/Phone Number and 6-digit Customer Number. 



2. Custo mer Name - Key X by your name. | to move cursor down the list of names, as needed. 



Press l ^NTER \ The selected Body Shop Detail Screen will appear See example screen on the 



following page. 

3. Displays Customer Number 

4. Displays Year/Make/Model of customer vehicle. 

5. Displays Rental Ticket Number An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Body Shop - Displays shop callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

9. Callback Status Adjuster - Displays adjustor callback status - LM (Lfeft Message), DO (Make Call), 
OK (Call Made). 

1 0. Notes - Key Body Shop notes. Notes will forward to Body Shop Detail Screen. 

NOTE; You must still go into each detail screen and update the callback status (LM/DO/OK) for each 
customer, even after ke^ng notes. 



11. 



1 



o move cursor to top right of screen. To Print a copy of the Body Shop Selection Screen, 



key Y=Yes, over default N=No. 
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Section 1 - Body Shop Detail Screen 



BODY SHOP CAUAACK B£TML - D100096 



CB50-1 



CATE OUT 06/10/97 8:19AM 
CUSTOMER DAVIS* TOM* 
RATE 13.00 /DAY 



CURB EXT 06/15/97 CCST EXT 06/15/97 
HOME PHONE* 333-333-3333 ^ 
OFFICE FHO»E# 333-343-3434 EXT 2323 
OTHER PHOSE# 333-343-3435 



I BIIX-TO Y BIIJi-TO aJST# 999999 

I BXIX^-TO KAME I^EMKMAN*^^.. 

I PHOSE# 212-212-2121 : jaCT7896 

I 1I>/ATTE»TXON 999 JJ^E LEWIOJCSiN 

I CIJlIM/POI./PO# 

I MmC AtaOUUT 25.00 



SHOP# 9999999 FRANK'S AUTO BODY 
J?KC»Ji:# 314-456-9870 
ATTO Bob Brown 

yEJffi 94^i^^ ACUFA INTEGRA 

IX>SS DKXE OOOOOO 
XHStJRED 



m«r;ZKFO * f£MP# 



I 

1= 

I .'H^06/lQ/i4 ;il: 41 PCTETAI;^ EXTl^ BY 74024 

l^t^ :%€/ia/S4 : : : ■ ' 7502^; 



STATUS IM ;X IK) 



OK 



^::^m3ajsiki^..Ts:is^ X B/s adj / ^svc gust 



EXTEUSZON 



BY 



I -FZ^Custi las^:. :E3«?Exxt;j:::->^ Ticket F6==Chgs To Date 

I F7=7AI F8«Updafefe:Tkt Depos Roll=rFwd/Back 

t F12*=Previoufi -F13s:Xnsurance.-F^^ F15«Reservation 

V ] ]^ _._ _ ' ; ] : y 

Any background information you need to know about the renter is available on this detail screen. 

1 . Customer Information - Displays Ticket Number, Rental Date and Time Out, Current approved 
Extension Date, Renter^s Name, Renter^s home/office/other Phone, plus Rate the renter is being charged. 

2. Bill-to Information - Displays the Bill-to Customer Number, Company Name, Phone Number and 
Extension, ID Number, Attention Name, Claim/Policy/P.O. Number, and Max Amount Bill-to Customer 
Number will pay Also, Rep^r Shop's Customer Number and Name, Phone Number, Cont act Perso n's Name 
at the Shop, Year/Make/Model of renter's vehicle. Loss Date, and Insured's Name is listedj^ 



to move cursor through the fields. To change ticket information, press F8=iUpdate Tkt then key new 
information over the existing information, 

3. New Information - Displays all callback information to date. TWs is the most important and 
utilized part of the Callback System. RALPH automatically displays a record of all previous 
callback messages, date and time call was made, and employee number of the person 
who made the call. This record remains in the callback history of the closed ticket, for future 
reference. Use roll-up and roll-down keys to scroll backw^d and forward through the previous 
records, as needed. 



NOTE: To enter new information received fi"om a current call, \ C ' I to move cursor, key your 
employee number in the "EMP#" field highlighted above. Key new information, "Body Shop said it will take 3 
more days. '* 

Screen description continued on the following page. 
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4. Callback Status - Displays three choices from which you must select one. ( I to move 
cursor, key X for either LM - Left Message, DO - Make Call (if you have to make the call ag^n), or 
OK - Call Made and Updated. 



NOTE; OK - allows RALPH to temporarily take the ticket off a specific callback list. RALPH 
automatically updates OK to DO overnight for those tickets that need a phone call the next day. 
how effective and efficient the Callback System is! 



See 



5, Callback Type - Displays the type of calls to be made for rental ticket. 



],o 



move cursor. 



key X to select BS = Body Shop, ADJ = Adjustor, SVC = Service, and CUST = Customer. 



NOTE: At the origination of an Open Rental Ticket, a callback type or multiple types must be selected. 
Afterwards, the only update needed is if the callback type changes. For example, A Body Shop says 
that the renter's car is finished, but the ticket still needs a final extension date approved." In this case, 
remove the3/S "X" from the Callback Type, but leave the ADJ "X** because the adjustor call still needs 
to be nuide for the extension approval. You will NOT need to change the Callback Type after every 
update; many vail renuun as originally selected on the Open Rental Ticket. 



6. Extension Date - Do NOT key an Extension Date for this ticket. This date lets RALPH know when 
to retrieve the ticket from the callback list. I f a wrong date is keyed, RALPH can NOT distinquish 
what the appropriate day should have been. | TAB RIGHT | to key initials of the person who 
approved the new extenaon date, e.g.; TS = Tony Smith, Adjustor, 



7* Last Day - | c M to move cursor. Do NOT key a Last Day. This field is used to key the last 
day the ticket has been authorized for payment. This is extremely important to assure proper billing. 
The renter must be notified if a rental has a "Last Day" assigned date, to avoid any fiiture problems. 



TAB RIGHT \ to key initials of the person who approved the "Last Day" billing date. 



e.g.: TS=Tony Smith, Adjustor. 



Press I ENTER | to accept information. Next you will want to call the Adjustor. 



NOTE; The fiinction keys will be discussed in detail at the end of this exercise. 



This completes the review for Section 1 - Body Shop! 

Turn to the next page and continue the Callback Exercise for Section 1 - Adjustor. Take your 
time and go through each screen carefully. YouMl be surprised at how much you have already 
learned by going through the previous Body Shop review. 
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Section 1 - Adjuster 



On the Callback Menu, key X next to Adjuster for Tickets needing extensions. | ENTER 



1 JU)JUSTOR CALX.S 
^lEXT 1KSURI!3TCE CO. 


N 

CCCBlO-1 1 
Print (Y or K) ^ | 




■2 (BttitoNume) 

1 _ AMX* , TBS.TING CUSTOMER* . : 
1 ^ FXKQ4AH'S INSURANCE GROUP** 
1 _ HANNOVER ilHSURANCE - GROUP.** 
1 * ■ . 
1 ■ * 


3 

AMXTEST 
FIROdOl 
: .HAKQlOi: 


4 (FhmeNumber) 

222-222-2222 
212-212-2121 
111-111-1111 


5 # OF 
CALI.S 
002 1 

... GDi;-:::;^;;-. 1 


j Cradl'=Exit Cmd7=AAr ROLL«Farwaxd/Back :i: , - . .Cind24'=?Jun^ : j 



The Adjustor Screen lists all insurance companies alphabetically, including customer numbers, phone 
numbers and number of calls to be made to that office. 

1. Next I nsurance C o. (optional) - Key your name. The name keyed appears at top of list. 
Press I ENTER I , The next list will appear. -OR- 



to move 



2. Bill to Name - Key X by the Insurance Company Name you will need to call. 

cursor down the list of names, as needed. Press i ENTER I . The Insurance Company Selection 
Screen will appear listing customers who need authorizations or extensions on rentals from that 
particular company. 



NOTE; To view the Adjustor Selection Screen, key X by your name and | ENTER] . See example 
screen.on following page. 

3. Customer Number - Displays insurance company "Bill-to Customer Number." 

4. Phone Number - Displays adjustor phone number. 

5. Number of Calls - Displays number of calls to be made to Adjustor(s). 
6. 



to move cursor to top right of screen. To Print a copy of the Adjustor Callback Screen, 



key Y=Yes, over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Insurance 
Company listings. 
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Section 1 - Adjustor Selection Screen 



ADJT7ST0R CMiLS 



VaSXT ADOUSTOK 



CB12-1 
TOINT (Y OR H) 



FIREMAN^ S INSURANCE GROUP*^ 



212^212-2121 



2 



CIAZH# 

-:4 



CLAIM 1234:56 



GFBR 
5 



pp<ayj 



EXT AUTH 
DATE BY 
€ 7 

oooooo 



* oooooo 

* oooooo 



STATUS 
SHOP ADJ 
S 

DO 



DO BO 
DO DO 



-2 -.DAYS -OLD 

The Adjustor Selection Screen alphabetically lists all adjusters assigned to the Insurance Company 
(previously selected) with customers in rental cars. 

NOTE: The Adjustor Names are listed in alphabetical order and then grouped by their ID number 
originally keyed on the Open Rental Ticket. That is why it is important to type the correct ID number 
every time you open a new ticket. 



1- Next Adjustor (optional) - next Adj ustor Name at which the Callback list should begin (this 
should be your name). Press I ENTER I , The next list will appear. -OiJ- 

2. Adjustor Name/Phone - Displays the selected Insurance Company Name and Phone Number. 



3. Customer Nam e - Key X b y your name. 



to move cursor down the list of names, as 



needed. Press | ENTER I . The selected Adjustor Detail Screen will appear. See example screen 
on the following page. 



4. Claim Number • Displays the Insurance Claim Number, 

5. GPBR - Displays the Group/Branch that opened the Rental Ticket. 

6. Extension Date - Allows you to key a new Extension Date. 

7. Authorized By - Key (4-letter maximum) inhials of person authorizing new Extension Date. 



ENTER 



NOTE: If you key an X in front of the customer's name and then key an exterision date and initials, 
the Adjustor Callback Detail Screen will appear. You would then need to key an employee # and 
change the Callback Status. If you do NOT key an X, the Callback Status remains the same. 

8. Status - Shop & Adjustor - Displays current Shop & Adjustor callback status. To change a status 
(LM/DO/OK), you must access the detail screen (see page 8-9), remove the "X" next to the current 
cutback status and then "X** the new one. 

9. I C M to move cursor to top right of screen. To Print a copy of the Adjustor Callback Screen, 



key Y=Yes, over default N=No. 
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Section 1 - Adjuster Detail Screen 



ADJUSTOR ClUULBACK DETAIL - D100096 



CB50-1 



XJASTE CHJT 06/17/94 &:19AM 
-CaSTOMBR MURPHY* SHTiRON* 
JtKSE 15.00 /DAY 



CURR EXT 06/18/94 

HOHB PHONE# 333*333-3333 

OFFICE PHOKSt 333-343-3434 EXT 2323 

OTOER WrQRE# 222-222-2222 



MC!lJ:*-ITO Y BII.I.-TO CUSTi FIROOOl 

:iBXliiLiriTO . TO»^ FXRE^!IAN • S INSUR?^CE GROUP 
msmSA 212-212-2121 EXT 8096 

lO/iJiraENTIOM 001 SPOOL* LTOH 
m^saxSit^'Ui:m% CLAIM 35 



SHOP* ALLEN'S AXTTO BODY 

Arm ^ BOB BRc«m 

YEAR MftKE/MODL • : 

LOSS IXKTE OGGOOO 
XNSnHED 



INFO 



06/17y9« 

06/18/9J 



11:41 :»1 ^EXiTmim^mBZmW^t^^^^ BY LS 

9:00 :AK PROBI^ 



74024. 
7.SOS6 



iSIWTOS m VDO X QK 



CALLBACK TYPE X B/S X M)J :;SVC :OJST-: 



paCl^SXOEr I3ATEA 



.......... 



BY 



j :F2«CU3t List F3«Ekcit: * F4=II> Xist F5«=Ppen Ticket F6«Chg3 To Date 

j F7«AA1 F8«u]^date Tkt F9«CaIlback . Notes- F10«Receipt Depos Roll«Fv«l/Back. 



.F12=P£:evious F13= 



I 

V; 



surance F14«=Credit. Check F15=Reservation 



The Adjuster Detail Scr^n is very similar to the Body Shop Detail Screen, Take a few moments to 
familiarize yourself with the above screen. From this screen you may change ticket information, call- 
back status, and extensioi\date. Be sure to refer to the Body Shop Detail Screen, page 8-5, for field 
descriptions. 



NOTE: To enter new information received from a current call, I C ' | to move cursor, key your 
employee number in the "EMP#" field highlighted above Next, key all pertinent information in the 
message space provided, using the same abbreviations that were used in previous messages. Change the 
Status of the call from "DO" to "OK," Key 3 days from today as the Extension Date. 



This completes the review for Section 1 - Adjuster! 
Turn to the next page and continue the Callback Exercise for Section 1 - Customer. 



Pages -9 



Section 1 - Customer Selection Screen 

1 



CUSTCHIER CALLS 



HE9CT CUSTOUEK 



CB15-1 ^ 

9 PRINT (Y or N) (T) I 



— 1 

PAYMENT i 
TYPE j 

CHECK I 
CHECK I 

I 
I 

DISC i 
CHECK I 
MC I 



HAMS 

_ BENNY* BOB* 
VcRAMBR* LOUISE* 
'■ BANXEI^^ :KtmT* ^ 
V.^ACKSON* : 

'^msfmm^ KEITH* 

^.WHX3ES.-^KEN^ , : ■ 



3 


A CURSENT 


5 LEFT 


6 DIRECT 


7 EST AMT 




E3Pr DATE 


MESSAGfE 


BILL 


DUE 


* D026356 


6/14/94 








BQ26357 


7/02/94 








D025116 


6/23/94 


X 




2r481.18 


* D02S408 


6/19/94 






987.16 


* :i?:02:€OO3 


6/21/94 








D026010 : 


6/30/94 






3/49.90 


DQiZSOOO : 


6/29/94 






2/95:8.0.5 


D:02:eoo9 


6/25/94 




X 


697.98 



:^^CNdIC^^ <DATE GREATER THAN 2 DAXfl CUD « 

iCHDi^^^S^fe.^^^^^^^^ : R0LL«F6j:ward/Back c:»lD24=Juinp 1 

\ -..^ 1 / 

The Customer Callback option lists the renters alphabetically, corresponding ticket number, current 
extension date, message status, direa bill status, estimated dollar amount due, and payment type. 



1. Next Customer (optional) - Key your favorite celebrity*s name. Press 
will appear. -OR- 



ENTER 



The next list 



2. Customer Name - Key X by your favorite celebri ty^s name t o be displayed 



cursor down the list of names, as needed. Press ENTER . The selected Customer Detail 



to move 



Screen will appear. See example screen on the following page. 

3. Displays Rental Ticket Number. /\ji extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Makie sure all extension flag calls are made the day they appear! 

4. Current Ext. Date - Displays current extension date of specific rental ticket. 

5. Left Message - Displays an "X" if a message was left for the customer, 

6. Direct Bill - Displays an "X" if the rental is being billed to a third pany. 

1. Estimated Amount Due - Displays current dollar amount owed on the rental. NOTE; This does 
NOT subtract out amounts owed by third parties, but it DOES subtract out deposits. 

8. Payment Type - Displays type of payment used for the rental, e.g.: Cash, Check, MC, VISA, DISC. 

9. 



to move cursor to top right of screen. To print a copy of the Customer Selection 



Screen, key Y=Yes, over defauh N=No. 

Reminder! Use roll*up and roll-down keys to scroll backward or forward through Customer listings. 
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Section 1 « Customer Cash/Check 



The Customer option can also provide a list of customers who are paying by cash/check ONLY. To 
view this list from the custome r calls, on th e Callback Menu Screen, key X in both the "Customer" field 
and "Cash/Check Only" field ENTER] . I C M to move cursor d own the li st of customer names. 



as needed. Key X to select the customer name to be displayed, press | ENTER) the Customer Detail 
Screen will appear. 



Section 1 - Customer Detail Screen 



1^ 



I 



7DO . X. OK . 



taU^IiBACK T3C^ _ B/S _ ADJ SVC X CU&T | 



t---^^§M . . 

rE25<:sist:tIji^^ :- .--v::'?;-- FS=Open- -Ticket. - 'F6=Chgs' Tb Dat:e 

•=F7^S^:.:}^/^ii>;''^^ nt^^Fteceipt Depos -Roll=;Ewd/Back 

|^i:;ii^Pte?y^i^ Fi4»Ciredi:tt - Check. FlS-^Reservatlron 

Any background infolpnation you need to know about the renter is available on this detail screen. 

The Customer Detsul Screen is very similarto the Body Shop Detsul Screen Again, take a few moments 
to familiarize yourself with the above screen. From this screen you may change ticket "bill-to" informa- 
tion, callback status, and customer extension date. To refresh your memory, refer to the Body Shop 
Detail Screen, page S-SAfor similar field descriptions. 



NOTE: To enter new information received from a current call, 1 ( M to move cursor, key your 
employee number in the "EMP#" field highlighted above. Next, key all pertinent information in the 
message space provided, using the same abbreviations that were used in previous nlessages. Change the 
Status of the call from "DO" to "OK." Key a new Customer Extension Date of 3 days from today and 
take any required deposits. 



This completes the review for Section 1 - Customer! 
Turn to the next page and continue the Callback Exercise for Section 1 
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- Service. 



Section 1 - Service 



SSCnrXCE CALLS 



Kaxt Shop 



Print (Y or N) 



CCCB20-1 



.2 



; ; Shop Hame 

_ :BUD ' S AMOCO 
" CHAMPION iAUTO 



3 

SKop # 

G12069 
G23457 
129498 



314-555- 
314-555- 
314-555- 
314-555- 
314-555- 
314-555- 
314-555- 
314-555- 
314-555- 



7777 
6666 
6666 
6666 
6666 
6666 
7777 
6666 
6666 



# Of 
Calls 

1 
1 
1 
1 
1 
2 
1 
1 
. .1 



The Service Screen lists all Sendee Shops alphabetically, including phone number and number of calls 
to be made to that shop. 



1. Next Shop (optional) - Key next Shop Name at which the Callback list should begin. Press IeNTER 
The next list will appear. -OR- 



2. Shop Name - Key X by a ny Shop Na me to be displayed. I C M to move cursor down the list of 
names, as needed. Press I ENTER I . The Service Selection Screen will appear, listing customers 
who need authorizations or extensions on rentals from that particular shop. See example screen on 
following page. 

3. Shop Number - Displays Service Shop Customer Number. 

4. Shop Phone Number. 

5 Number of Calls - Displays number of calls to be made to Shop(s). 



6. I C M to move cursor to top right of screen. To Print a copy of the Service Callback Screen, 
key Y=Yes, over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Service 
Shop listings. 
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Section 1 - Body Shop Selection Screen 



SERVXCC CALI.S 



J 

MONARCH CHEVY* * 3 
967-654-3210 9999999 



11 CB07-1 
PRINT <Y OR N> (n) 



• TtiBKE:* - ALICE* 



CALiaACK 

CURRENT ' STATUS 

Y£AR/KAKS/»«>D£X. TICK£T# GR/BR EXT DATE SHOP ADJ 
4 5 6 7 8 9 



9^ fOBD TAlTRUfi 



Notes 
10 



9S FORD MUSTANG 
Notes 



* D027419 0101 06/17/94 DO DO 



90 CHEVY LUMINA 
Notes 



* D027420 0101 06/20/94 DO DO 



♦^1^ KXiraraiON m'Jffi GREATER THAN 2 DAYS OLD 

V^CSftdl«^4t^_^ 

L Displays Service Shop Name/Phone Number and 6-digit Customer Number. 



2. Custo mer Name - Key X by your name. ( I to move cursor down the list of names, as needed. 
Press I ENTER] . The selected Service Shop Detail Screen will appear. See example screen on the 
following page. 

3. Displays Customer Number. 

4. Displays Year/Make/Model of customer vehicle, 

5. Displays Rental Ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Shop - Displays shop callback status - LM (Left Message), DO (Make Gall), 
OK (Call Made). 

9. Callback Status Adjuster - Displays adjuster callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

10. Notes - Key Service Shop notes. Notes will forward to Service Shop Detail Screen. 

NOTE: You must still go into each detml screen and update the callback status (LM/DO/OK) for each 
oistomer, even after keying notes. 



1 l J< * k o move cursor to top ri^t of screen. To Print a copy of the Service Shop Selection Screen, 

key Y=Yes, over default N=No, 
Reminder! Use your roll-up and roU-dovra keys to scroll backward or forward through Shop listings. 
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Section 1 - AH 



OPEU TICKETS 



HETT CUSTOMER 



CB2S:J 

^ FRIOT (Y OR K) (n) 



3 

:TXCKET# 

D99S089 

;Rlii:062 
0999080 



^ CURRENT 

* 11/09/97 

* 11/01/97: 



* 9/10/97 



5 CftZiZaACK TY^ 
S/S ADJ SVC CST 



CaSTDMER 
EXT I>ATE 



* 1/28/97 

* 3/10/97 



* .2/20/97^ 



■■*::'^iim3:i^^ DAYS 010- 



. . y 

The "All" Callback option provides a list of all Open Tickets, in alphabetical order, that need extensions. 



1. Next Customer - Key next Customer Name at which the Callback list should begin. Press [ENTER 
The list will appear. -0/?- 

2. Customer Name - Displays name of rental customer. 

3. Ticket - Displays ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

4. Current Ext. Date - Displays current extension date of specific rental ticket, 

5. Callback Type - Key X to select Callback Detail Record to display: B/S (Body Shop), ADJ 
(Adjuster), SVC (Service), and CST (Customer). A by a Callback T ype indicat es a message 
has been left at that Callback Source (Body Shop, Adjuster, etc). Press | ENTER | . The-selected 
Callback Detml Screen will appear. 

6. Customer Ext Date - Displays customer extension date of specific rental ticket. 

7. I C M to move cursor to top right of screen. To print a copy of the Service Selection Screen, 



key Y=Yes, over default N=No, 



Reminder! Use your roll-up and roll-down keys scroll backward or forward through the Open Ticket 
listings. 

Continue to the next page and learn how to select the "By Name*' Callback option. 
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Section 1 - By Name 



Key X on the line before the "By Name" field on the Callback Menu Screen. Next, key a specific 
Customer Name to be displayed, on the line follow ing the "By Name" field. For this example: 
"HILLMAN* TIM*" was keyed. Press I ENTE9 . The Open Ticket list v^all appear in alphabetical 
order, starting with the requested customer name. See example screen below. 



ijlOSEN^CSCaCESrsk 



:. :..CB2S-1 

.(Y 3QR H> m 



:.: 1 



I 



1^ i^^j^gfx^^.: iy^^^?^^:^^ . 



The "By Name" Callback Screen is very similar to the "All" Callback Screen. This screen lists all 
Open Tickets for your branch, regardless of the extension date. The above screen does not have the 
Print option. Take a few moments to review this screen and, if necessary, refer to the previous page, 
8-15, to look up the "All" Callback Screen field descriptions for clarification. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Open 
Ticket listings. 



Congratulations! , ^ 

You have completed the entire Section 1 - Tickets Needing Extensions - oti the Callback Menu. 
You now know how to review Open Tickets by: Body Shop, Adjustor, Customer, Service, All, 
and By Name! 

Turn the page to continue the Callback Exercise for Section 2 - Branch Reservations - on the L] 
Callback Menu. 

:"■) 
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Section 2 - Callbacks -or- Incomplete Reservations 



RESERVATIONS INCOMPLETE FOR GPBR PPGM CCRSIT-B 

8 Print (Y or N) 



1 ^ Kex^ CastoiDer i 


i 2 


3 




5 


^ Cair 


^ Rent 


' Cos'tomer Hante 


Date 


Time 


Stat 


Type 








2; 00 2H 


DEL 


MINI 


I 1 


1 EARP* WAYKE* 




B ; 0 0 


W/IK 


IMTM 


D 1 


|BASTWOO0* iBllil* 


5/1Q/94 :^ 


4r00 FM- 








I.GARCIA* MARIA* 


6/19/94 


2 . t .0 0 P^ 


W/IN 






1 GORDAK*: ; JILL*^ 




1::>DD .PH 








iSRAND* TIM* 


6/20/94 ; 




: DEL 


MIKI 


D 


j:HmslEtVk::EIL^ 


7/02/94 


l tm ::m : 


W/IK 


STD 


B 


1 KIKG*:^;:^:^:MM^GE^' ■ ■ • 


5/18/94 ■ 


5:00 :PW 


P/U 


MIKI ; 


D 1 


lLEE*''-/:=fDA\riD* 


7/13/94 


- 3:i3tX PM 


WIN 






1 MO»RSE* ^^OE* 


€/25:/;S4 


-BrGO/A^^^ ' 


cwc 


SPEC 


X 1 


1 NOWAfiaC* BOB* 


5/02/94 


■2i/30 PH 


F/U 


FULL . 


R 1 












+ 1 



\^pKil2=^E3d^,'^;^ OndT^AAI Cindl2«Previous Scrn Roll=^rwd/Back y 

The Callback-Incomplete Reservations Screen alphabetically lists all reservations marked as incomplete 
when the reservation was originally opened. Reservations are selected from this list to make contact 
with the customer and complete the reservation, as needed. 



L Next Customer - Key next Customer Name at which the Callback list should begin. Press | ENTER 
The list will appear. 

2. Customer Name - Displays name of rental customer, 

3. Date - Displays pickup date of rental vehicle. 

4. Pickup Time - Displays pickup time of rental vehicle. 

5. Status - Displays rental status - W/IN (Walk In), DEL (Delivery), PAJ (Pickup), CWC (Customer 
Will Call). ■ 

6. Car Type - Displays rental vehicle size. " 

7. Rental Type - Displays rental category - 1 (Insurance), B (Body Shop), D (Dealership), R (Regular), 
C (Corporate), O (Other). 



8. 



] to move cursor to top right of screen. To print a copy of the Incomplete Reservations 



Screen, key Y=Yes, over default N=No. 

Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Incomplete 
Reservation listings. 

Turn to the next page and learn about the Callback - No Show Reservations! 
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Section 2 - No Show Reservations by Date or by Name 



NO SHOW RESERVATIONS FOR GPBR PPCSM CCRS12-B 

9 Print (Y or N)(F) 




I N^xt Date 



1 2 sel " 














6/20/97 


ajoioo AM 




6/25/97 











■ ■■ Customer :Name 
GOTHRIIWSE* PAUL* 
FRANiOEN* SUE* 

-VEHICiE KEEDED; CLEMJUP DONE 



6 


7 


Car 




•Type 


Status 


FCAR 




MVAR 


P/U 


'.LGAR 





The No Show Reservations Screen alphabetically lists all reservations opened with pickup dates 
which have passed. This screen may also be accessed for No Show Reservations By Name. See the 
screen section below for an example. 



1 Next. Nisirae 



S el Cus tomer :Wame 
COOK* ANITA* 



:■ Date Time 
12/02/96 1200 PH 



CCRSl3-.B3a 
■ Print {Y or m : Nr; 

Car Rntl 
Type Status Type 



W/IN 



1. Next Date - Key next date at which the Callback list should begin. Press | ENTER! . The list 
will appear. OR 



Next Name - Key next name at which the Callback list should begin. Press |ENTER| . The list 
willappear. 



2. Select - Key X next to the reservation to display. Press ENTER . The selected Reservation Screen 
will appear. 

3, Date - Displays pickup date of rental vehicle. 

4. Time - ©isplays pickup time of rental vehicle. 

5. Customer Name - Displays name of rental customer. 

6, Car Type - Displays rental vehicle type (see page 1-5, Car Code Types). 

7. Status - Displays rental status - W/IN (Walk In), DEL (Delivery), P/U (Picl^up), CWC (Customer 
Will Call). 

8, Rental Type - Displays rental category - 1 (Insurance), B (Body Shop), D (Dealership), R (Regular), 
C (Corpor ate), O (Other). 

9, ( 1 to move cursor to top right of screen. To print a copy of the No Show Reservations 
Screen, key Y=Yes, over default N=No, 

If zero No Show Reservations exist, an error message advises, "There are zero No Show Reserva- 
tions for this group/branch/* at the bottom of the above screen. 

Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the No Show 
Reservation listings. 
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FUNCTION KEYS FOR OPTION 12 - CALLBACKS 



Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a 
function that may be used while creating or viewing Callbacks. 



F2 = Cust List 

F3 = Exit or Mmn Menu 
F4 = IDList * 



F5 - Open Ticket 
F6=ChgsToDate 

F7-AAI 
F8=^ Update Tkt 

F9 = Callback Notes 
F 1 0 ^ Receipt Depos 
F 12 = Previous 



Displays a list of customer names and numbers that are to be used for 
billir^ purposes. 

Allows you to exit the program or return to the Main Menu Screen. 

Displays a list of ID numbers for individual adjustors, agents, etc. for 
each customer number. 



F13 


= Insurance 


F14 


= Credit Check 


F15 


= Reservation 



Displays the Open Rental Ticket for any rental background information. 

Displays the total number of rental days, total dollar amount, less 
deposits, and balance owed. 

Allows access to the Inquiry Programs. 

Allows you to update Open Rental Ticket information such as claim 
numbers, shop name, etc., as needed. 

Allows you to key additional information. 

Allows you to update payments on Open Rental contracts. 

Return to previous screen. 

Allows you to key renter insurance information. 

Allows you to key credit check information. 

Allows you to continue to the next reservation. 



Congratulations! 

You have sucessfuUy completed the entire Callback Exercise. Now, you are ready to update 
live Open Rental Tickets at your GfTice! 
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EXERCISE 9 CLOSING A TICKET 



This exercise ^^11 guide you through Option 5 - Closing a Ticket. Close the ticket from Exercise 2 - Open 
a Ticket, Calendar Day. 



Key Option # 5 and the Daily Rental Ticket Number on the ECARS Training Menu. { ENTER | The 
following screen will appear. 



Screen 1 



: End • 

































Max-- .:jtot^- ^'^rP^ l -ii'r -^Irt- 


::From Date t) Q 00 00 
:T.o Date 000:000 


/Time 


oQoo; • I; 

0000 



Fuel :_::M::ax/Sdtig _ Mileage. _ :Dr:Op 

' . . (Not. ;To,;-£xceed,; . $ \00' Per -Day) J; 
• {Kot To -Exceed $ ♦OO ' Total)" 

(^^^bii^ilil^^i^^ .Cmd8«Ac:cident . P^t CnsdS'^iosePendirtg- - 

There are 5 basic sections to Screen 1. 

i* Closing Ticket #: This section displays the DR Ticket Number, Renter Name and the Date and Time the 
charges end. The current date and time are provided by the computer, but can bechanged by keying over date 
showa 

2. Mileage: This section requires the Starting and Ending mileage for each unit, along with Fuel Charge, 
Nfisc. Charges, etc, 

3. Bill To: This section allows you to key or delete billing information as necessary. Also displays Current 
Extension Date from callbacks. 

4. Billing Dates (If different): This section allows you to key billing dates if they are diflferent from the 
actual dates of the contract. 
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5. Portion To Be Billed (Select One): This section allows you to select a specific billing option as 
necessary. 

BILLING OPTIONS 



Option 1: Should be chosen if the billing party is paying the total charge on the rental contract, OR, the 
billing party is responsible for all charges except one or more of the following: Damage Waiver, P AI, Fuel, 
Tax/Schg, Mileage, Drop Charges or Miscellaneous Additional Charges. 

Option 2: Should be chosen for Calendar Day Billings only. The billing party is paying a specific per day 
charge plus the tax or surcharge, but not to exceed a specific dollar amount per day. Example: $ 1 5 .00 
per day plus tax/surcharge, not to exceed $17.50 per day. 

Option 3: ^ould be chosen for Calendar Day Billings only. The billing party is pajdng a specific per day 
charge, no tax or surcharge, but not to exceed a specific dollar amount maximum. Example: $1 5.00 per 
day, $100 maximum. 

Option 4: Should only be chosen when none of the other options are applicable. Key the specific total 
to be charged to the billing party, along with a description of the charge. 



Customer List. 



ID List. 



Callback Detail (provides all callback information previously entered, and allows for 
new information to be keyed). 



AAI. Access Inquiry programs. 



Accident Report (allows you to key accident information, pulls appropriate 
informationfi-om Rental Ticket to Accident Report). 



ClosePending (allows thecloangofthetickettobe"suspended"until all infonnationi 

Also, you can ''unpend" asuspended ticket, as needed. This option niay appear for any ticket 

type: Calendar Day, 24 hour, or Special). 

NOTE; An example of the Close Pending Option is demonstrated for the 24 hour 
ticket type (page 9-8). 



CMD2 



CMD4 



CMD6 



CMD7 



CMD8 



CMD9 
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Section 1 - Closing Ticket # 



I CLOSING ^ICKET# 999010 For Renter SMITH* ROBEKT* | 
I 2 Charges End On Date 062494 Time 1102 AM ' 1 

v ! y 

!• Verify the Ticket # and Renter Name, 

2* The length of this rental is determined by the current extension date. If necessar>\ adjust the date by 
keying directly over the information displayed. 

NOTE; If ticket is close pended, this date may not be changed. You will need to unpend the ticket 
in order to change the date. 

Section 2 - Mileage 

4 
I 



vitrii&.>EQ0:326--^^^ :;2500 . End .:2S;9:9; :: ■ -r^ymd^^:-. Start - End 

j^-Buei^ ^Chargei5:v?e|=^^^ 00 
|i:M£kc;::::Ch ;;^y^lX.;.if.^^^^^^ ' ' .irSUROgG- . ,00 /BAY :' 

1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. Each Group will have a standard fiiel charge. 

3. This vehicle has been "dropped" at another Group Branch, Key in the Group/Branch Number. 



NOTE: You may see an error message requesting the mileage be confirmed. Because this is a training 
program, you may key an "X" in the selection field for mileage confirmation without updating any files. 
For everyday branch use - you must verify the mileage you keyed is correct before confirming that mileage. 



Section 3 - Bill To 

^_ , __ _ ^ — — ' -A 

jrBiOa To tY/Mr V^C^^ JYOUR-mME** I 



Address :S55 :' SOMEWHERE LANE 



: ; - iCity : AnytQvm: ST HO Zip 12345 

. " '^'V . ' • • :^ID/7^tn 9S9 CHARLIE BROWN ^' ' 

J I Gurr: Ext 06/24/94 per LKC 1 ' 



Verify the billing information. This information may be updated/changed/deleted if necessary. 
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Section 4 - Billing Dates (If Different) 



^^^^i^Tkg J^ut^B Mf Diff) 1 ProTO Date 000000 Time 0000 

I Max. Amtv 17 PER DAY 30 DAY MAX 2 ^^te 000000 Time 0000 | 

^ ■ .. y 

1. The Billing Dates and Contract Dates will be the same. 

2. Verify the Maximum Amount being paid by the third party. 



Section 5 * Portion to be Billed 

(v^d^ri^^ (Select 'One); "y-l-V^-^^^ ^ ■ 

I _ .1. .Less _ m ,.r^mj::i:^^<:_ Tuel _ Tax/Schg ' _ Miieag^ ' ■ _ Dxop 

I _,-Misc "mrpart-^Access/-. 

■ '." ^ger:^^lyay ;Pius .;:Tax/5«hg ' ;4 f:--- , 4^*{Npt"^o -Exceed $ ' ,00 i^-.DB^ 



I 
I 

|QtKl4=3:i> list ^ Qod6==Gailback detail :CiBa'?**J«I ^ Pending 



Key an "X" in the selection field next to Billing Option #3. The third party will pay $17.00 per day, so 
key 1 7 in the selection field designating the Amount Per Day- No Tax or Surchg. This tells RALPH to 
bill the third pany for $17.00 Per Day only - and any Other Amount due will be fi-om the customer. 



ENTER I to accept information and advance to Screen 2. 
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Screen 2 



^ACCEPT (A) or 


BECOtfPUXE <R) 


1 








Cmdl=Exit Qad7=AAI 




2 

062094 
0315 PM 

V W X W £ 1 i 

062394 
1120 AH 


a 

a 

Q 
$ 




4 

Kcmrs 


5 

Days 

3 

16.99 
so ,97 


6 

Keeka 


7 

Montha 


8 

Kaiver 

3 

7,00 
21.00 


9 

PAX 

1.00 
1.00 


a^peclal 




000000 

: 0000 
000000 


# 

e 

$ ■ 
























: XJOOOOO 
0000 ^ 
000000 ; 


e 
























■;||Ofii^aoo;vK 
ioooooo- 








; S0i97 ; 


.00 


-00 


21:00 


3 .00 




-00 




. iSurcharge % 
Surcharge 


S-S50V: 


Gas 12 


7.00- 


Pise '^•i4r'^;'ii) 


16 


TOTAL 
89.95 






Dr op 


5*00 


Misc 


^ .00 


Cmd3=Restart 






J 



Screen 2 breaks down all charges and displays the grand total. Use this screen to write 
down all charges on the rental ticket when the customer returns the vehicle. 



L Accept or Recompute (when adjustments are needed). 

2. Four rate sections. Displays beginning and ending date/time of each rate change. 

3. T^umber of Miles, rate per mile, total amount of overmileage. 

4. Number of Hours, rate per hour, total hourly charges. 

5. Number of Days, rate per day, total daily charges. 

6. Number of Weeks, rate per week, total weekly charges. 

7. Number of Months, rate per month, total monthly charges. 

8. Number of Days, rate per day, total DW charges. 

9. Number of Days, rate per day, total PAI charges. 

10. Number of Days, rate, total Special rate. ' ' 

11. Sales Tax rate and total 

12. Fuel Charge. 

13. Drop Charge. 

14. Discount percentage and total. 

15. Miscellaneous Charges. 

16. Grand Total 

Key "A" {ENTER I to accept the charges and advance to Screen 3. 

CMD 1 ExittoEnterRequestPrompt. 

CMD3 Restart. 

CMD 7 AAI. Access Inquiry Programs. 
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Screen 3 



ri— — ' : — ■ N 

CX^SXHG TICKET # 999010 For Renter SMITH* ROBERT* 

Total Charges 89. 95 

iefis Deposits 100,00 1 # Of Deposits 

Less. Amount Billed To 89,95 

^Balance Due 10. 05 REFUND 



■;."2 ■ • 


snt 0£ BaXanoe I^Qe 






.00 -.By Cash 






,0.0 By Check 






, 00 ; By Credit Card 






-.00 -To Gust# 


A/ R Description 




vOO To Cust# 


A/R Description 




-00 :Kame ... 


• {Last*First*) TTL 




Attn 






. -Stxeeit: ■ . 






. 'caity..' 


ST Zip • 




::^Sorne;.^^ 0000 Office Phone DOO 000 0:000 : 




• A/:R -Deacription 




V 00 To -^Account 


■Unit-'# :Desc ■ ■y-.-.JA:^, 




♦ 00 To Account 


Unit '# -. Desc 




. 00 By Casih £ Or 












; :Crod2:«Cust :iast-:^i^^ Accts iCmd8«Deposits CmdlO^C liAppar^O^ 




deSi ■rCmd4=ID ia^:t: : •^t:tod5=G^^ Detail ^CiiidS^ClosePnd Cindll^CK J^pr^l^^^:^ : - 
\ • " • ••'•■-•'•-^ 



Screen 3 is broken down into 2 major sections. 



1. Closing Ticket #: This section displays the Total Charges, the Number and Total Amount of all 
Deposits received. Amount to be Billed to a third party and the Balance Due. 

2. Settlement of Balance Due: This section requiresthe Payment, Billing Amount, Charge or Refiind 
to be keyed along with the form of payment (Cash, Check, Credit Card, Bill to Customer #, Charge 
to Account). 



CMD'2 



CMD 3 Restart. 



CMD 4 ID List 



CMD 5 



CMD 6 



CMD 8 



CMD 9 



CMD 10 



CMD 11 



Customer List. 



Internal Accts List- displays all account numbers available for use. 

Callback Detail, provides all callback information previously entered and allows for new 
information to be keyed. 

Deposits, displays detmled record of all deposits received . 

ClosePending. 

CC (Credit Card) Approval. 

CK (Check) Approval. 
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Closing Procedure - Calendar Day 

Screen 3 - continued 




CLOSING TICKET # 999011 For Renter SMITH* ROBERT* 

Total Charges 89.95 

Less Depositfi -00 0 # Of Deposits 

Le^s Amount Billed: To 89. 95 Your Name** 

Balance. Due ( JLO, 05^ Refund 

Set;1:leinent: Og^^^ Balance Due 
Paid <^0 By CajS^ 
-00 By Check 
^ OD By Credit Card 

Bill . 00 To Cust# A/R Description 

Bill ;.Q0: To Cust:# ____ A/R Description . 

>Bill ' .00 ^Kame: ^ (Last^First;^ ) TTL 

-Attn-^ 

Street 



v'---^- ; :-City' . -.. ST ■ 

; Office Phone 000: OOO OOOO . ^^^v 

^ ■ ^";Sv5ift/'R::Descripti::on ■ ' . ' 

.. .Op To : ; Unit # Desc " 

. Charge V i GO To Account Unit # Desc • 

riteiSm^ Or~ Cheeky"' 

^Otitdi^Eklt ^ v^^^.^^^^-^^i^^ Cindd^Deposits CmdlO=CC Apprvl 

^ CroclS-Restart 'Cmd4-^ Cxrtd6«Callbk Detail Cmd9"ClosePnd Cmdll-CK i^prvl ^ 

The total charges for this rental ticket are shown. There is also an amount that is to be billed to a third 
party - Your Name. An amount due may or may not be shown. 

I 

If there is an amount due, key the amount in the field before "By Cash." Key your 5-digit Employee 

Number. 

H MM «B* an MB* ^mim .m^m^ ■— i — mil mi mi ■ i ii — — - — n i « 

If there is a refund due, key the refund amount next to "Refund" and X cash. Key your 5-digit 
Employee Number. 

I 1 



ENTER I to accept the information and close the ticket. RALPH will receipt the cash you accepted 



firom the customer and bill the third party, Your Name, for their amount. 
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Now, close the ticket from Exercise 3 - Open a Ticket, 24 hour 



On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number lENTERj 
Screen 1 will appear. 

Section 1 - Closing Ticket # 




::Start 
Start 



End 
End 



... 5 -=-^harged , . 00 . ... . . 




L Key Start and Ending mileage for each unit. 
2, Key an "X" in the selection field designating the unit returned to the renting branch, 

NOTE: To "Close Pend" a ticket the Date/Time, Mileage, and Last Location are the only pieces of 
infonnation that are required. 



Press 

above screen 



CMP 9 1 to "Close Pend" the 24.hour ticket. The following Pop-Up Window will appear on the 



On the commit line, k^ "waiting for final payment" as the reason for Close Pending the ticket 
key your Employee Number in the Emp# field. 



TAB RIGHT 



If you want to calculate Charges/Receipt deposits before pending the ticket, key Y-Yes (all daily charges 
on Screen #2 will appear). For this exercise, key N-No, 



Press 



to accept Close Pending infonnation and return to the ECARS Training Menu Screea 

Pagc9-8 



Now, let's "unpend" the same 24 hour ticket previously pended . 



On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number j ENTER 
Again, Screen 1 will appear. 

Section 1 - Closing Ticket # 



.jp/Attn. 




emd9=Un- Bend 



Press 



CMD9 



to"Unpend" the ticket. 



Key your Employee Number in the Emp# field. Press [ENTER to confirm that you wish to unpend the 
ticket. The ECARS Training Menu Screen will return. 



Turn to the following page to close the 24 hour ticket as normal 
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Follow these steps to permanently close the ticket from Exercise 3 - Open, 24 hour. 

On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number | ENTER I . 
Screen 1 will appear 



Section 1 - Closing Ticket # 




L Verify the Ticket # and Renter Name. 

2. Adjust the Date, if necessary, by keying directly over the information displayed. 



Section 2- Mileage 

If 

1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. 

3. Key an "X" in the selection field designating the unit returned to the renting branch. 
Section 3, 4 and 5 do NOT require any information - there is no third party billing on this ticket. 




ENTER! to accept information and advance to Screen 1, 



NOTE: You may see an error message requesting the mileage be confirmed. Because this is 
a training program, you may key an "X" in the selection field for mileage confirmation without 
updating any files. For everyday branch use - you must verify the mileage you keyed is correct 
before confinning that mileage. 
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Screen 2 



0842 AM 






2 


2 


2 






lUte t 


24»95 


9-00 


1,00 








49.90 


18.00 


2.00 




















1 


1 


1 








32*99 


9*00 


1*00 




■-4. ■ 




32*99 


9*00 


1. 00 



ACCBnPT (A) or BttCCMIPUTE W^^A^ 



Cxndl^Exit Cmd7=AAI 



062394 



Miles Hours Days Weeks Months Waiver 



PAI Special 



.000000 
000000 



oooooo 

OOOfi:- 

oomeo 



1- 



# 



*oo 



*00 €2*89 



.00 



.00 



27*00 



3*00 



7.00 Disc e 
00 Misc 



0 % 

* 00 Cmd3^Iles:tart 



*00 

121.14 



Screen 2 breaks down each rate charged on the ticket. 

Key an "A" to accept the charges. Write down the charges on the rental ticket if available. 



ENTER to advance to Screen 3. 



CMD 1 



Exit to Main Menu. 



CMD 3 I Restart. 

CMD 7 AAI. Access Inquiry Programs. 
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Screen 3. Reference page 9-6 for fiill screen example. 



Section 1 - Closing Ticket Number 

The total charges are shown. This contract has a $200.00 credit card deposit. Normally you would refund 
by credit card. Just for this example, refund the customer by check! 





Section 2 - Settlement of Balance Due 

i'T'-'^^^^---^'^ =:f; "H'-'^^ity : ' • - . . ^ • ■ • ■ • -.;bt .zip- - ' '''' ' -^-^ 

t;::;.-,::^:;-.^^^^ - offlce PhoHe 000 000 =0000 ' 

l;::|j<?ha^03?P^^^ ■:tXiu.t / Desc . - - •"- '' -I 

|;^:^<(3i^^ej^ - • .Unit-#-.y .Desc j ^ 1 



1. In the Refund field - key the amount to be refunded to the customer. 

2. Key an "X" in the Check selection field. 

3. Key your Employee Number. 



ENTER 



The following Check Refund Request screen will appear (see page 9-13). 
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Check Refund Request 



CHECK HEFUZTD BEQUEST 



RENTER: 



/toiount : 



SMITH* ROBERT* 
123 MAIN STREET 
ANYTOWN 

78,26 



MO 63124 



Pay To: 

Oust U 999999 



Name 
Address 



.SMITH* ROBERT^ 



123 MAIN STREET^ 

ANrrowM 



MO 63124 0000 



1 Reason overpaymetit - $200.00 deposit. 



.3 Special Instrucrtions 

Hold Check - Customer will pick up. 



Cmdl-Exit CmdV^AAI 



The name and address of the renter will be displayed along with the amount of the refund. 

1. If the check should be made payable to another pany, key the information in the Pay To section. 

2. Key the Reason for the refund (overpaid, etc.). 

3. Key any Special Instructions (customer will pick up check, etc.). 



ENTER to accept the information and close the ticket. 



CMD I 



Exit to Closing Ticket Screen 3. 



CMD 7 AAI. Access Inquiry Programs. 
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Close the ticket from Exercise 4 - Open a Ticket, Specials, Use the following information. If you have 
any questions about a field, look back through the previous pages. 



3 day rental 

Unit returning to the renting branch 
Customer paying by check 



Congratulations! 
You have now successfully closed all three rental tickets you created* 
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EXERCISE 10 CASH MA NA GEMENT 



The Cash Management Option - Option 15 on the ECARS Training Menu - provides important 
information regarding Credit Card and Check approval procedures. It also includes a cash summary 
option that will allow you to balance the summary created while you opened and closed rental tickets in 
the previous exercises. 



On the ECARS Training Menu, key Option 15 ENTER The following screen will appear. 



— ~ — — ^ — ^ — ~" — ~ — ~ ~> 

CCFT15-01 




Key Option 1 - Credit Card Approval 1 ENTER) . Carefully read the two screens displaying credit card 
approval "Things to Know". 



Do the sam e for Option 2 - Check Approval. Become familiar with the |CMD 10 | = CC Approval and 
CMP 1 1 ] = CK Approval windows, then move on to Option 3 - Cash Summary. 



CMD 1 Exit to Main Menu. 



CMD 7 



AAI. Access Inquiry Programs. 



CMD 12 Previous Screen. 
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OPTIONS^ CASH SUMMARY 



Key Optio n 3 for Cash Summary lENTERl . The "Things to Know" screen will appear. Read it carefully 
then press lENTERl to advance to the Cash Summary Screen. 




^Employee 




^(and^i* Help- 

— — '-^ — - •' 




The screen is broken down into 2 major sections. 

1, Cash and Check Summary: This section allows you to select for review the cash and check entries made, 
make line adjustments and balance the summary and cash box. 

2. Credit Card Summary: This section allows you to select for review the Credit Card transactions that 
have been made. RALPH generates the credit card deposits automatically each night. This section 
is NOT used for this exercise. 



CMD I 


Exit to previous screen. 


CMD6 


Displays Petty Cash Screen. 


CMD 7 


AAI. Access Inquiry Programs. 


HH-P 


Provides On Screen Help Text. 



/ 
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CASH& CHECK SUMMARY -Selection i, CASH/CHECK REVIEW 



1. Key your Employee Number. 

2. Key an "X" in the Cash/Check Review selection field. I ENTER I The following screen will appear. 



m 




3tSua*:-#.. 



.:&99:sbi,i5 



^^^^ 



* 4 . 
Credit 



9 



T 

Creidit: 
2210 
...00 
.00 
-00 
-00 
.00 



8 

Other 
Acnt 
0000 
0000 
0000 
0000 
0000 



•9;- 

other 




15 



This screen displays all cash and check transactions. Cash transactions are noted with a cash symbol ($) 
to the right of the dollar amount. 



1. Line Number. 

2. Customer Name. 

3. Customer Number. 

4. Document or Unit Number. 

5. Branch #. 

6. Credh Account 2200 Amount. 

7. Credit Account 22 10 Amount 

8. Other Account Number (any Account Number other than 2200 or 2210). 

9. Other Amount (corresponds to Other Account Number keyed in field #8). 

10. Total Cash. 

11. Total Checks. 

12. Cash/Check Summary Total. 

13. Gpbr Number. 

14. Summary Date. 

15. Line #. Key a line number in this field to automatically roll screen to that line. 



ENTER] to return to the Cash Sunmiary Menu. 
Exit to Cash Summary Menu. 
AAI, Access Inquiry Programs. 



CMD 1 



CMD7 
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CASH& CHECK SUMMARY -Selection 2, MAKEADJUSTMENT 



1 Key your Employee Number 

2. Key an "X" in the Make Adjus tment selection field. 

3. Key line number 2. |ENTER| The following screen will appear 




tapians action 



|#^#^t&t^ .::Doctimettt Cash Check Conroent: 



Thi; screen allows you to make an adjustment to the Original Line Entry (marked cash but should be 
check, etc.). 

The New Line should be keyed EXACTLY as it should have appeared, originally. Do not key a reversing 
entry. RALPH will make the reversing entry and the correct entry. 

The example above shows a line that should have been receipted as cash, but was receipted as a check. 



CMP 1 I Return, to Cash Summary Menu, 
Return to Main Menu. 
AAI, Access Inquiry programs. 



CMD3 



CMD7 
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CASH& CHECK SUMMARY 'Selection i, CASH/CHECK DEPOSIT 



J 




Jcuetoraer: # 



.■■^'■■■■■■■'^-^ • \ 
I 

' -I 

1. Key your Employee Number. 

2. Key an "X" in the Cash/Check Deposit selection field. 

3. Key Total Cash Box amdunt. This is the total amount of cash in your box, including the assigned cash 
box amount. Assigned cash box amounts vary from Group to Group. For this exercise, use the "Cash" 
total from the Cash/Check Review plus $ 1 00.00. 

4. Key Assigned Cash Box amount - $100.00. 

5. Chits to Reimburse. There are no chits for this exercise. 

6. Chits to Remain in the Cash Box. There are no chits for this exercise, 

?• Key the Total Checks to be Deposited. For this exercise, use the "Checks" total from the Cash/Check 
Review. 



ENTER I The screen will display a message verifying the cash and checks balanced and a copy of the 



Cash Summary will print from the Plainpaper Printer. 



There are several other messages th at may b e displayed when balancing the cash sunmiary. For a full 
display of error messages, press the I HELP I key. 
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Congratulations! 
You have now successfully completed the ECARS Workbook! 

If you feel uncomfortable with any of the options, or just feel you would like a little more practice, you 
may open and close tickets, switch units, change rates, etc. in the ECARS Training System until you feel 
you are ready to go "LIVE". 



The following list of Error Messages are the most commonly seen while completing the ECARS 
Workbook. You may refer to them any time you need a more detailed explanation than is displayed on 
the screen. 



Accept or Recompute?: 



Additional Driver?: 



Key A-accept or R-recompute to accept charges as they 
are, or make changes and recompute. 

The field for additional driver has been left blank. Key Y 
orR 



Additional Driver Name Required: 



Charges Do Not Balance: 



Confinn Date/Time Out: 



Confirm Unit To Be Rented: 



Date Out Invalid: 



Rental Type Invalid: 



The field for additional driver has been marked Y, but no 
name has been supplied. 

The payments that have been keyed do not balance to the 
amount due. Only Balance Due amount should be 
receipted. 

Date and Time keyed is not the current date and time. 
RALPH needs confirmation. 

Unit rented on another ticket or may be owned by another 
Branch in your Group. Always has a message explaining 
the problem. 

Date out has been keyed, incoitectly, or field left. blank. 

Rental Type field has been left blank, or rental type keyed 
is not valid. 



Renter Name Invalid, Last^First"^: 



Time Out Invalid: 



Renter name has not been constmcted correctly. 
Time out has been keyed incorrectly, or field left blank. 
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